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INTRODUCTION

It is the hope of the Bureau of Business and Distributive Education
that this syllabus will assist shorthand teachers in improving the quality
of their instruction. The reactions of users of this syllabus and teaching
handbook are invited in order that they may be considered in future
revisions of this publication.

Throughout the syllabus, teachers will discover many references to
the writings of individuals who have spent many years teaching, writing,
and thinking about shorthand. These excerpts are meant to be general
guides and to stimulate the thinking of shorthand teachers. The single-

- sentence statements — printed in bold face and indented — mcluded

in the text are intended to serve the same purpose.

To obtain an overview of the syllabus, it is suggested that shorthand
teachers study the materials printed flush with the page margins. In
addition to the single-sentence statements, other indented material
should also be reviewed subsequently. Having thus familiarized himself
with the general makeup of the syllabus, the teacher can study it in
detail in terms of his particular needs and interests.

Special mention should be made of the assistance rendered by Dr.
Donald Mulderne to the staff of the Bureau in connection with the
final organization of the syllabus materials.

HosarT H. Cowo_vén
Chief, Bureau of Business and
Distributive Education

4 -
RoBERT F. BIELEFELD, Director
Division of Occupational Education
Instruction

O
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FOREWORD

This is a reprint of the shorthand syllabus and teaching handbook
developed during 1961 and 1962 by a committee of experienced
. teachers of shorthand working with the staff of the Bureau of Business
and Distributive Edycation.

The entire committee met in Albany in June and September of 1961.
Informal meetings of subcommittees working on the syllabus and hand-
book were held somewhat regularly in Albany during the time when
the materials were being prepared.

The members of the syllabus committee were:

Edwin R. Bowman, New Rochelle High School

Hobart H. Conover, now Chief of the Bureau of Business. and
Distributive Education, State Education Department, Albany’

Mrs. Mardell B. Coumbe, Columbia High School, East Greenbush

Adrienne Frosch, Lafayette High-School, Benson Ave. and Bay
43d St., Brooklyn

Dr. Donald J. D. Mulderne, State University of New York at
Albany

Louis R. Rosettie, formerly Bureau of Business and Distributive
Education, State Education Department, Albany

Mrs. Dorothy L. Smith, formerly of Union-Endicott High School,
Endicott

~ The New York State Education Department is grateful to the

members of the syllabus committee who gave so freely of their time

during school and vacation .periods for the development of this new

shorthand syllabus and teaching handbook.

GorpoN E. VAN HooOFT, Director
Division of Curriculum Development

iii
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-ADMINISTRATIVE CONSIDERATIONS
General '

Contemporary literature about business occupations places great
stress on the fact that drastic changes in the world of business are
cxpected to take place in the next decade. Business educators are
interested in trying to predict how business education will fit into the
scheme of things as it will affect future office workers.

While there are some signs on the horizon that will help guide us
as we adjust our business education curriculum to meet the challenges
of the future, there are also many other changes, still in the formative
-stages, which will bear careful watching. If we are to develop a pro-
gram of business courses which will prepare adequatcly those high
schoal boys and girls who will take their places as effective workers
in office occupations, we must keep up with the changes now going
on in business. Some of these changes affect the teaching of shorthand:

Purposcs of this booklet are: (1) to present a shorthand and
transcription: syllabus and teaching aid which meets the needs of
business teachers who are currently preparing students in New York
State public sccondary schools to assume stenographic positions in
business offices; (2) to suggest ‘ways in which shorthand and trans-
cription may be presented to make for the greatest level of achieve-
ment by students who elect the subject; and (3) to offer documentary
facts to provide concrete evidenté of current philosophies and prac-
tices about shorthand and trauscription as viewed by teachers

" considered to be highly proficient in thc art of shorthand and
 transcription instruction.

¢ We know that variety may be the spice of life, but’

we vote for an established pattern in shorthand.
/ : '

Shorthand teachers in New York City wiii also be -interested in
examining -the course of study and syllabus, entitled Shorthand for
High Schools, developed by the New York City Board of Education
for its shorthand teachers. This syllabus was issucd as (,urnculum
Bulletin 1959-60, Number 3. R /

The Need for Shorthand

~ Because of the advent and gr(’)w'th of automation, and-becausé of
the emphasis that has been placed on the need for more mathematics
“and more science in our education program, some people are of the
opinion that shorthand is decreasing in importance as a modern office
tool There is an overwhelming amount of evndence avallable which

[MC R
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does not support this view. Statements from businessmen, articles
appearing in business education periodicals, and comments from busi-
ness educators of national reputation all support thc need for short-
hand in the sccondary school program.

In faet, scveral reliable studies have de term“d that (1) there is

- growing nced for more and more stenographers end (2) business- -
men still prefer stenographers to dictating machines for many jobs of

.responsibility. Typical of such comments are Zoubek’s remarks: '

Are dictation machines here to stay? Of c‘bursc they are.

No one will quarre! with the fact that dictating machines have a

definite place in the business office. Indications. are that more

machines will be used in days ahead. To say that they will

replace the st;nogmphcr dnd secretary, howwcr is to ignore the
f’lClS .

7ouhv.k C. E “Shorthand on lhg way oul’ H.lrdly'” Hmmun I'ouc iwer. Vol. 38,
pp. "5 6, Novgmhu 1960

TerL is really no need to dLVLlOp a case tor shorthdnd bucaus«. the
dLSlrabllllerf knowing how to writc and to transcribe it is self-
evident. The advantages of being able to take dictation, to make notes
rapidly, and to writc memorandums hurriedly arc numerous. Further-
more, a knowledge of shorthand often is just the skill that briﬁgs
the right kind of attention to a worker, for the occasion will surely
arise when somecone who knows how to t'\l\t. dictation 1s needed by
an executive in an oﬁicc

o The person who knows aow to write shorthand and how
to transéribe milable letters from his outlines has many
opportunities for chaic?positions in the secretarial field.

While shorthand has been elected in almost all cases by an over-
whelming number of girls, there is much to be said in favor of -boys’
studying the subject. Admittedly, most sccretarial opportunitics are
for women, who number about 1.5 million stenographers, typists, and
secretarics. However, approximately 90,000 men also secure their
livelihoods at such jobs; therefore, wi cannot dismiss lightly the study
of shorthand for them also.

Statistica! abstract of the United States, U.S. Department of Commerce, Bureau
of the Census. U.S. Government Printing Office, W.lshmgon, 25. D. C. 1959.
r. 221 .

In fact, the opportumms in busmcss for men whf) know shorthand
are especially. attgactive, for it is not uncommon to hear of a success-
ful businessman who got his start up the executive ladder because
hc knew shorthand and was willing to start his carecr in busmcss as

[mc o
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a stenographer. On this subject, Torne has the following comment:

In modern times . .. shorthand has bccn the tool of many
men who rose to prommcnu

lonm H \ & Othrs lelmd\ of teac lnm: husiness suojects: 2d ed. McGraw.
1957, p. 137

Bcrndrd Bdruch. Guorgc Bcrndrd Shaw Jamus Byrncx (former
Scerctary of State), Billy Rose, Fiorello La Guardia, Woodrow Wil-
son, and Richard Wagner (recent national president of the Chamber
of Commeree) all knew shorthand and used it often. Business edu-
cation teachers and counselors would do well to encourage high school
boys who show cxecutive promise to study shorthand. :

o There are some excellent or ies - /
for men in the field of ad.

Shorthand Svstemns

Shorthand systems are divided into four classifications:

1. Symbol systems
Nonsymbol systems .
Combination symboi and nonsymbol systems |
4. Machine shorthand systems

(SSEN IS}

Shorthand is mercly a means to an end; it is the transcript that
counts. Therefore, cach school is encouraged to teach whatever sys-
tem of shorthand it prefers.

W hat Schools Should Teach Vocational Shorthand?

The purpose of shorthand as it is now offered in the business pro-
Togram s unqucxnonably “vocational. Because its primary aim is to
prepare students to make use of this skill in an office situation, certain
considerations should be made by the school before it automatically
offers shorthand in the curriculum. Specifically, the following should
be considered when deciding whether or not vocational shorthand
instruction should be offered:

I. Is there a nced for vocational shorthand skills in the em-
ployment area?

N~

Is. there ¢nough time in the business curriculum to offer
the minimum of shorthand m%truchon for vocational com-
petency?

3. Will the cnrollment in the shorthand course justify the timé
and cffort of the school to provide mstruction’
O

RIC o | 4
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¢ Shorthand machines will not re-
place the use of mannal shorthand.

Although some amount of typewriting instruction might well be
given aft students, shorthand should not be treated in this way. The
sereening of applicants for shorthand classes is recommended.

- Prognosis of Shorthand Success

Some business educators believe that shorthand cannot be mastered
by all students. Yet, almost every teacher has encountered students
who wish to enroll in shorthand even though evidence is available that
suggests little chance for success ia that sobject.

Certainly, the school has a vested interest in its students and should
do all it cin to help them achicve success in every course taken, A
ropulur text states:

Most business cducators . belicve that the school has a
rusponstbllny to inform the sludun of his chances for success. :

Noi.m C A& H.l)d«.n C K. Prmuplv\ und prolrh'm\ in Im\nu'\\ c(luumun
"d Ld gol'lh Wcsl(.rn Pub. (0 l958 p ll7

Although pubhshud prognosm tests are avmlablc thCI’L is httlu
correlation between est results - and actual success in shorthand.

- Thus far no reliable test for indicating  probable success in
shorthand has been made.

vaons Flm & Hdlbcrslebcn Helen. Guul.mce acuvnu.s in shorthand” in
American business education ydarbook: Guidance problems and procodures in
business education, by V. A. Mussleman, editor. Vol. 11, Chapter 13, p. 195.
New York Univ. Bookstore. 1954

¢ Shorthand is not an academic dumping ground,
because ability is needed to master the art.

————f—such--a-test_is_given_ and the student fails thai test, the test
tesult may be used to suggest to the student and/or his parents’ Ih_TH
the student should not clect the subject.

Selecting and Screening Students

The most satisfactory screening procedure seems to center around: ’
the’ student’s achievement in English aad in his general work habits
in all his subjects. In addition, the student should have had a course
in typewriting which he passed with at least an average grade, or
he should be taking a typcwntm'g course concurrently with short-
hand L

" Unless a boy or girl has been doing at least average work in his
~«bas1c Enghsh class* (C or bettcr) he is not likely to transfer his “

ERIC ]
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English skills to a transcription course. Furthermore, unless typing
skill is satisfactory, future success in transcription is questionable.

A student’'s 1.Q. might well be considered by the ‘counsclor and
teacher as to a student’s probable success in the study and use of
shorthand.

Here is what the lltgrdturc has to say about selecting students for
shorthand: .
. existing tests to prognosticate stenographic ability are not
satisfactory. Even the best have low validity and are little more
useful than a good intelligence test. . . .

To date, then, there is only one sound means of duturmining
a person’s ability to succeed inshorthand, and that is to let h1m
take shorthand.

Fonng H-A Prmup(u uf lumncu ulucalton 3d cd McGr\w l96l P 305

¢ Brief the proper school personnel as to the
kind. of student who can succeed in shorthand.

Tonne gocs on to say:
Instead of being criticized for dropping incompetent students
from shorthand classes, tcachers should be commended.

. those students found to be intellectually inferior should
be discouraged from taking shorthand. In addition, a rather
carcful diagnosis of the student’s knowledge of Englmh us'xgc
is essential. .

Fonm H A I’rmu[llu o/ b!mm'fs ('(lmalmn "4d t.d McGr.lw 1961 pp 3

The subject of prognosticating ‘success in shorthand is a popular
onc and receives much attention in business education journals:
Enterline says:

Among the qualities, traits, and characteristics considered
—nccessary for siccess in stcnogrdphlc and sccretarial positions
are these: .

a. Avcrdgc or better grades in English
b. At least average intelligence

c. 'Personality |

d. Good vocabulary

Physical and mental alertness

} Emcrlmc H. G. Trends of thought in business education, Monogmph 72. South-
Western Pub. Co. 1949. p. 24

(g3

-

Anderson makes specific reference to th’c small high school and
its '1ttcmpts to prognosticate success in shorthand and transcription:

[mc 6
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The small school system which has limited time and facilitics
for testing programs often finds it difficult to develop a practical
plan for advising stadents as to their possible success or failure
in shorthand and transcription. Leslic has recommended that
such schools consider the feasibility of using the Shepard Eng-
lish Placement Test {or transcription prognosis and has suggested
specifie scores above or below which a student would be con-
sidered a good or a poor risk in transcription,

Anderson. R, [ “Helping the slow learner.™ Awmerican Business Education.
Vol. 10, pp. 241-2. May 1954

¢ Students need to he helped in arriving at a decision
us to whether or not they should study shorthand.

Mortality in shorthand classes is high, indicating a definite need
for selecting shorthand students with care and for better methods of
teaching the subject. An enasier-to-learn shorthand systemi is not the
answer, for research has not identitied what that casicr-to-learn sys-
tem may be. We know that the finished product is the transcript,
and the transcript depends not only on shorthand ability, but also
on ability in the use of the typewriter and ability in the use of basic-
English. '

The Stenographic Curriculum

e The ultimate 'objccﬁvc in short-
hand is to develop transcription skill.

14

The successful completion of an approved stenographic curricu-

lum should equip students to accept beginning stenographic positions

immediately upon graduation; it should not be nccessary for them
to take further training. Students who wish to go beyond the level of
skill developed in shorthand courses in the sccondary school might
consider continuing their cducation in a ‘postsecondary institution
which offers advanccd training for stcnographic positions such as
medical or legal sccretary, or court reporter. Tcachers may recall
. having a student in thc shorthand class who showed great potcntial
as a shorthand writcr. This type of studcnt should be encouraged to
pursuc the skill in a school cspecially designed for preparing.shorthand
writcrs for unusual types of positions such as court reporting.
lThc Administrative Handbook for Business and Distributive Edu-
Q
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cation recommends the following stenographic curriculums:

CURRICULUM A

9TH YEAR 10TH YEAR 11T YEAR 1211 VEAR
Introduction to Shorthand 1 Shorthand 2 Secretarial
Business . . Pructice
Typewriting Transcription

Business Law

CURRICULUM B

91 YEAR 10TH YEAR 11TH YEAR 1211 YEAR
Introduction to Typewriting Shorthand 1 Shorthand 2
Business

Advanced Secretarial
Typewriting - Practice
and

Transcription

Business Law
i
Major Sequence
e Some teachers have learned that, if they con-
duct a personal interview with all students de-
siring to study shorthand, the interview can help
identify the unfit and disinterested, thus offer-
ing valuable guidance service to the students.

The Administrative Handbook for Business and Distributive Edu-
cation includes as a ajor sequence in the stenographic arca: Type-
writing, shorthand 1, shorthand 2, transcription, and secretarial prac--
tice. This'sequence is particularly valuable to the student who desires
a concentration in business subjects less than a'_complctc vocational
curriculum. '

ERIC 5
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BEGINNING SHORTHANS

L halkboard

A beginning shorthand class needs no special room layout. It
should, if possible, be located near the typewriting room. Ample
chalkboard area is also desirable, but it should be used by the teacher
“oniy! Students should sit facing the board.

Lighting

Lighting should be such that every student in the classroom can
sce the' chalkboard characters elearly. It is wise for a teacher, when
using a particular room for the first time, to stand at various points
in the room and recad his chalkboard writing. Sometimes a simple
adjustment of a window shade will make a great difference. Some:
lighting engincers recommend green chalkboards with yellow chalk,
particularly when the room i§ equipped with fluorescent lighting. To
avoid cyestrain, cither at the desk or somewhere else in the room,.
carc must be taken to have just the right amount of light. Too much
light causes glare and shadows, while too little light causes eyestrain.

* Your chalkboard is still your most im-
portant teaching aid; use it generously.

_ Hosks

" Single work stations rather than tablés arc preferred-in-the short=
hand classroom. Desks rather than tablet-arm chairs should be used.
Binnion says:

If a desk can be found which will serve shorthand learning
to the best possible extent and also be of use in other subjects,
that desk should be used. Otherwise, shorthand may have to be
taught in a classroom which was primarily designed for another
subject. :

iiTr;Elz)n J. E_E’qmpmenl standards for business classrooms, Monograph 88.
South Western Pub. Co. 1954. p. 16 .

Ctis important to remember that the desk should have a flat and
horizontal writing surface rather than a slanted top. The reasoning
behmd this is that the office desk is flat and horizontal with the floor.

ERIC o
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Supplies

Each student should have a shorthand textbook, stenographic note-
book, a good pen or pencil, and several rubber bands. A good pncket-
sized dictionary is desirable, and each student saould have his own.

Notebook

¢ Select a notebook that is green in color,
has a .piral binding and a hard cover.

The notebook should be carefully sclected. A smooth-finish paper
is best, and the book with a hard cover and a spiral binding has
definite advantages over the type with a flexible cover and stitched
binding. Many writers of shorthand prefer the page that has a center
line running vertically, but some ignore this line. The line is intended
to guide the writer in writing in two columns. The better notebooks
have approximatcly 75 pages, with about 25 horizontal lines to a
page. This is worth noting when purchasing notebooks if one is to
get his money’s worth.

Notebooks should be 6 inches by 9 inches in size and prefer-
ably should have the bricf forms on the back cover. Paper

should be smooth and lined with three lmcs to the inch. Paper
should be ruled down the center.

Lamb, M. M. Your f rst year of teaching shorthand and transcription. South-
Weslcrn Pub Co 1950. pp. 125-6

Writing lnstrumbnl

Most manual systcms are best written with a pen, but some teachers

may prescribe pencils. If the student is to imitate the habits of expert_ ...

- shorthand writcrs such as Swem, Rxfkm Romagna, Angus, or Zoubck,
“they will use pens.

Rescarch has proved that pen-and-ink shorthand is both faster
and more accurate than pencil shorthand. ’

Leslie, L. A. Melhod\- of teaching Gregg shorthand. McGraw. 1953, p. 144

- o Imitate the experts—use a pen.

If a pen is used, a liquid-ink type is- preferablec. Purple ink is
sometimes recommended. There are some ballpoint pens that might
“be considered satisfactory. In any case, when selecting a pen, a stu-
dent should try several pens until he finds one that writes smoothly
w1thout the necessity of applying pressure. With a shaded-stroke

| [MC
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system such as Pitman, a flexible penpoint is preferred; for other
systems, a medium-fine point will rest nd most satisfactorily.

Pens should have points that are fine and semifiexible. Ink
should be free-flowing so that it does not clog the pens. Some
eapert shorthiand writers prefer violet ink to the blue or black
‘inks because they find that it flows more frccly.

Ldmb M M Your llrst vear o/ tuulunq rhorlﬂand and lrun.\crlptlrm Soulh-
Western t ub. Co. 1950. p 126

if the writer uses a pencil, he should keep scvcml No. 2 pcnc1ls
avallable each of which should be well sharpened.

Tapes, Records, Belts

Because some students may be ready to work on recorded dicta-
tion during the first year of shorthand, the equipment should be made
available for their -use. Some business departments have dictation
recordings which they lend to students to take home overnight. This
is an excellént plan. Perhaps the school librarian would be willing
to handle the circulation.

The recorded dictation js best used by the student outside of class,
at which time he sclects the desired speed. If conditions permit, the
students may work in groups as in the shorthand laboratory where
machines using tapes, records, and belts are available. While the
use of such equipment has its place in the teaching process, caution
should be cxcreised in not overdoing this type of activity.

¢ Encouiage students to-use the recordings and ~
belts you have obtained for use at home.

~Tape recordings and records should . . . oecupy a place of
importance among your teaching tools. . . . They should never
be used as your replacement; . . . they supplement you; they

expand your range of capability; they multiply indcfinite’v the
number of times you can give your students sklll -building
opportunitics.

Grubbs. R. L. Understandlng your shorthand teachmg tools.” Business Educa- -
cation ¥orld. Vol 4[ p. 34, Dec 1960

!

Another well- known shorthand teacher comments on the use of
recorded dictation:

An increasing number of schools are becoming equipped with

a battery of tape recorders with earphones. Students individu-

, ally, or in small groups, can take dictation-at the rate they .

Q choose. Dictation records are’ also available at such low cost -
FRIC < _. S
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that dictation material in a wide range of speeds can be pro-
vided for classroom or outside practice.

Travis, D. L. "Improvement of irstruction in business education at the second-
ary level.” National Business Education Quarterly, Vol. 28, p. 34. Summer
1960

Every effort should be made on the part of the shorthand teacher
to provide recorded dictation T0T Students. Recommendations for the
purchase of prepared tapes, records, and belts should be presented
to the proper school officials for budgetary action. Caution should
be cxercised by the students in transporting the records to and from
school. A carrying case of firm construction should be provided for
them. : '

O
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ADVANCED SHORTHAND
- Chalkboard >

As in thc elementary classroot, advanced shorthand instruction
requires the use of chalkboards, but only for -l teachcr’s usc —
except -in cases wherc /the teacher might want students to write a
morning greeting in shorthand on the board merely as an “cye-
catcher” or motivating device. :

s Students should not write shorthand on the chalkboard.

There is little occasion for students to write shorthand on the
boards because these skills should be performed in their natural
setting, and writing shorthand on a vertical surface with a’ stubby
writing instrument; certainly is not the way stenographers write
shorthand.
T_vpcwriwrs !

In a classroom devoted to the study of advanced shorthand, it is
essential that typewriters be made available to students. Transcription
* is a very important part of the students’ work and should, if possible, .
be taught in the same room as shorthand 2.

Paper

For shorthand 2.and transcription, consideration must be given to
typing paper, envelopes, and carbon paper. Ideally, the teacher should
have students type on Ictterhead stationery. Some teachérs are able
to secure obsolete stationery from local business firms that have
changed their slate of officers and can no longer usc the former
stationery. Not only is. business stationery more realistic, but it also ™
is of better quality than the paper ordinarily supplied by the school.
Ideally, an envelope and at least one carbon copy should accompany
many of the transcripts, with multlple carbons required many times
during the year.

Miscellaneous

- Each student should be equipped with a typewriter eraser, a supply
of erasing tabs or tapes. erasing shield, notebook, dictionary, pen,
No. 2 black lead pencils, and a colored pencil. The closet in the
& thand room should have an adequate supply of cleaning brushes,

14
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cloths, type cleaner of the plaqtlc and ﬂluu type, and dcnaturcd
alcohol.

a

¢ Transcribing without a typewriter is like cooking without a stove.

Tapes. Records, Belts

Some schools have found it possible to take carc of speed differ-
ences on the part of the students by equipping the shorthand room in
the manner of a language laboratory. Here, students are provided .
with individual carphones to take dictation from tapes, records, and
belts made at selected speeds, thus allewing students the opportunity
for sclf-improvement by selecting, under guidance, ihe dictation speed |
best for them. An examination of business education literature will
reveal the names of ‘many companies from whom prepared dictation
matter may be purchased at nominal costs. Office style dictation as
well as “speed takes™ are available. See audio- vnsual paragraphs be-
ginning on page 17 for a partial listing.

Accessory Machines.

There are many new machines now, available or soon to be made
available about which the shorthand teacher should know. These
include the overhead projector, the teaching machine, controlled reader,
‘and the tachistoscope — all .of which offer excellent possibilities for
enriching the instruction in shorthand and provndmg for greater
student achievement. Travis says:

The experimental work now conducted with the teaching
machinc will be watched with interest in the early 60°s . . . these
machines may reduce much of the routine work now done by
the teacher, giving him opportunitics for other work for which

* he now cannot find the time,
vam D. L. “[mprovcment of mstrucnon in business education at the second-
ary level.” National Business Education Quarterly. Vol. 28, p. 35. Summer 1960

* The tachistoscope is the modern version
of the old multiplication flash cards.

The Stop Wateh - ‘ , o

A stop watch is a nécessity for the teacher of shorthand, particularfy

. advanced shorthand. The best type of ‘watch is one that has a second
hand which requires a full minute to -make the sweep of the dial.
Prices of watches vary. Generally, it pays to buy a good watch
?{Pmusc it will last longer and render better service. Business educa-

ERIC .
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tion periodicals carry many advertisements for stop watches in the
moderate-price range which will give satisfactory service,
Regarding the use of the stop watch, Grubbs says:

To use your stop watch correctly there are just two things
you must kiiow: You must identify the standard word count
employed in marking the material and you must compute how

/ many seconds to use in dlct'mno the words betwecn the word_
- count markings.

Grubbs, R. L. “Understanding yout shorthand teachmg tools.” Bisiness Educa-
tion World. Vol 41, p. 19. Df'cembur 1960

The Standard Word Count

Most dictation materil is already counted off in units of 20
standard words, and ihese units are usually indicated by the follow-
ing: 20, 40, 60, 80, ctc.; or by 1, 2, 3, 4, =tc. The New York State
Regents examination material is precounted but is marked by
slanting lines—/, /, /, /.

A standard word count is generally accepted as a word of 1.4
syllables, but some dictation material will run to 1.5 or slightly higher;
conversely, dictation material is sometimes easicr because there are
fewer syllables in a given number of words. The dictation copy of the
shorthand Regents examination has a syllablc mtensxty ranging from
1.47 to 1.55. o . '

* The teacher of kills, who is, required to
time performance often, will find a.watch
with a sweep second hand a great convenience.

The following chart will assist .the teacher in using a stop watch
at different speeds: (Note: A 20-word unit should be dictated while
" theé Second, hand i3 traveling from -0 to the second~count indicated;
the next 20 words should be dictated while the hand i is traveling to the

next point, etc )

> Dictate ) L .
WAM  every . Seconds
" 60.j20seconds | 20 40 60 ;.
] 80.| 15seconds | 15 30 45 60 .
> 100 | 12seconds | 12 24 36 48 60

120 i 10seconds | 103 20 30 40 50 60

. For in-between speeds‘! the following chart will 'hglp:
50 6seconds | 24 48 12 36 60 S0
70 { 17seconds | 17 34 . 51" 8 "25 42 »g0
R 90 '13seconds | 13 ' 26 39 52 5 18 31 44 ST :
[MC Ilseconds | 1P 22 33 44 55 6 17 28 39 S0 01
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The ability to dictate at desired speeds comes only with practice.
If the shorthand teacher does homework for self-improvement in
teaching cfficicney, it is rccommmded th'\t time be given to practicing
timed dictation.

Audio-Visual Aids

There are a number of films, tapes, and recordings available for
use in shorthand and transcription classes. If used properly and with -
discretion, such teaching aids can be of value to students, but the
teacher must avoid the mistake of using too much class time for
this type of activity. The primary purpose of a shorthand class is to
learn shorthand, and this can best be accon‘phshed by pupil-teacher
activities. - :

* » Practice dictating at various speeds.

" Although the best way of locating, audio-visual aids is by consulting
the Educational Screen Guide, textbook publishers’ catalogues, and
other appropriate sources, a partial' listing of available maierials is
presented here to illustrate the type ot .1udlo visual teaching aids
avallable . .

FILMS - ' -
. Available for purchase from the Gtegg Division of McGraw Hill
Book Company, Inc.. 330 West 42d Street, New Yotk 36. May also
be available for rental through your local film rental service.
Six films illustrating teaching techniques by the Gregg Functiopal
Method .
The First Lesson (17 min.)
A Typical Day’s Lesson (17 min.) =
Developing Shorthand Speed (14 min.) v
Doing Homework, Basic Method (9 min.)
Doing Homework, Functional‘Method (9 min ) -
Teaching Margmal Reminders (10 min.)
Coronet Films, Coronet Building, Chicago 1, 1il. May also be avail-
able for rental through your local film rental Service. -
Secretary Taking Dictation, 16 mm. (11 min.)
Secretary Transcribing, 16 mm. (11.min.)
3. Teaching Aids Exchange, Inc. Post, Officé Bbx 1127, Modesto Calif.
- Can You Read Gregg? (15 min.)
The Champions Write (20 min.)

FILMSTRIPS ~ ’
Gregg-Takmg Dictation and Transcnbmg (10 mm)

TAPES

Gregg-purchase only. Probably not available from your local ﬁim rental
service.
Fapes, Group A—10 reels. One-minute dictations at three progresswe
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speed levels, then dropping back to a lower level for control, followed
by 2-minute dictations and onc S-minute take covering all the ma-
terial on the tape.

¢ Motion picture and filmstrips take
studenis to the scvene of action.

Tapes, Group B—S5 reels. Follows same plan of dictation as for
Group A

Individual Reels for Theory and Spccd

Business Letter Dictation Tapes

Expert Dictation Tapes

RECCRDINGS

L

[E8]

Di;:tation Disc Company, 170 Broadw'v, New York 38. Purchasc
only ‘
For use on 33V3, 45, and 78 rpm record player. Speads of dictation
range from 40 to at least 160 wpm and higher. Records on brief
forms and common phrases also available.
Allied Publishers, Portland, Ore. Purchase only
Nine records with dictation from 60 to 100 wpm. Correct shorthand
outlines appear on paper jackets of each record, with an accompany-
ing preview.
Gregg Publishing Division of McGraw-Hill. See address ahove.
For uss on 78 rpm record players Dictation Records for Gregg
Shorthand Manual Simplified, 2d ed.’ ’ v
For use on 45 rpm record player. Dictation Records for Gregg
Shorthand Simplified, New Series—Theory Group
Phrase Letter Group -
Progressive Speed Group
Gregg Review Dictation Records

Box 1-Theory—six records

Box 2—Special Forms—six records
Records for Applied Dictation and Transcription

+ Uss of audio-visual equipment may enable students to
achieve greater proficiency in shorthand in less time.

Supplementary Matorials—Sou rces

Shorthand teachers (both.beginners and experienced) can obtain
valuable teaching help from professional magazines, some of which

are

available at nominal subscription prices while others are available

without charge.

Magazine free with membership:

1.

5

N
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American Business Educai’on  Eastern Business Teachers

\ Association, Box 962,
: "Newark 1, N. J.
Business Education Forum National Business Educaticen

Association (formerly known as
- United Business Education
Association), 1201 Sixteenth

i Street, N.W., Washington 6, D. C.



By subscription:
1. Business Fducarion World Gregg Publishing Division.

McGraw-Hill Book Company,
Inc., 330 West 42d Street,
New York 36

Journal of Business Education Trethaway Publishing Company,
Inc,, 512 Brooks Building,
Wilkes-Barre, Pa.

12

3. Today's Secretary Gregg—same address as above
" Free: , 4
L. Balance Sheet South-Western Publishing

E

Company. 512 North Avenue,
New Rochelle

2. Business Teacher Gregg—same address as above -
3. The Counselor's Business
° Education Newsletter Gregg—same address as above
4. FBE Bulletin The Foundation for Business
: Education, Inc., 50 East 78th
. Street, New York 21
5. Pitman Journal Pitman Publishing Corporation
(student rate available) 2 West 45th Street |
New York 36
6. Pitmanite Pitman—same address as above

e Make it a point to read at least one
professlonal journal every month.

It is wise for teach"rs to keep in close contact with the pubhshcrs
of shorthand and transcription textbooks atd matmals these pub-

-lishers can be helpful in many ways.

Personality Traits and Work Habits

The teacher of shorthand should constantly be alert to the reeds
of his studerts with regard to personality development as it applies
to business life. This includcs the formation of proper work habits
and attitudes. The_teacher, through personal example, can do much
to instill in students a proper respect for authority and regulations,
a need for punctuality, accuracy and ncatness of work, dependa-
bility, the acceptance of responsibility, and other traits, habits, and
attitudes deemed ecssential for successtul employment. In addition,
the teacher, throughout the course, should set a climate in which
students are shown how to achieve sclf-improvement, proper office
attire, and -employable personalities. The classroom tcacher can
hardly expect to succeed in this direction if he does not himsclf
display exemplary conduct.

Although care of a notebook, regular and daily prcparatlon

" for class, and honesty of effort should be stressed, pupils’ work
O
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habits and attitudes are more influenced by how the class is
organized and conducted than by any other factor. The teacher’s
cheerful, enthusiastic personality, an cfficient manner of return-
ing papers . . . and a purposeful, uninterrupted flow of class
procedures — all constitute the best kind of guidance.

Jevons, Elsie, & Halbersleben, Helen.. “Guidance activities in shorthand,” in
American business education yearbook; Guidunce problems and procedures in
business education, by V. A. Mussleman, editor. Vol. 11, Chapter t3, p. 199.
New York Univ. Bookstore. 1954 .

¢ The teacher must set standards which are con-.
ducive to the development of correct work habits.

The habits to be developed by students are somewhat determined
by the local ccmmunity.

The teacher’s business experience and contacts with local
businessmen will help in determining what business desires in
the way of work habits and standards of vxccllence.

*. Standards with regard to neat crasurcs, good placement
of letters, accuraie proofreading, meaningful transcription, tidy
notebooks, and efficient handling of carbons and papers must
be accepted by the pupil as desirable before effort is made to
attain correct habits through practice.

Jevens, Elsie, & Halbersleben, Helen. “Guidance activities in shorthand,” in
A~ - ican business education yearbook:; Guidance prohlems and procedures in
tuasiness education, by V. A. Mussleman, editor. Vol. 11, Chapter 13, p. 201.
New York Univ. Bool\\lorf- 1954

The subject of developing good character traits is an important
one and receives considerable attention in professional llterature On

’ thxs point, Forkner says:

The students are learning to tumk for ‘themsclves instead of
relying on the teacher to do their thinking for. them.

The students are learning to assume personal responsibility for
their own work habits and to evaluate the accuracy oi their
shorthand outlines and transcripts.

Forl\ner. H. L. “The olher side of the desk in the shorthand class.” Part IV
from ow to teach bhusiness subjects. United Business Education Association.
Na}.&qal Education Association, Washington 6, D.C. 1959. p. 134

A ¢ Learning the right way develops
pride of workmanship in the student.

ubbs explains how the teac rer develops proper attitudes in his
ctudents: o

Sincere praise, whenever merited, has proved to be a construc-
tive force in building desirable attitudes and worthwhile ambi-
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tions. Shorthand teachers might well employ this effective means
of getting students t¢ reach their maximum achievement.

Fubbs. Elcdnor “Thc fundumt.nml proccsscs in shorth.md m American busi-
ness education yearbook; le fundamental processes in business education, by
H. A. Tonne, editor. Yol Chdptcr 14, p. 253. New York Univ. Bookstore.
1955

Classroom Climate—Pupil-Teacher Relationships

Trere is little doubt that the teacher is the most important influ-
ence on the students, for it is not the shorthand text, nor the classroom
itself, which causes learning to take place, but rather the cffectiveness
of the instructor as a communicator of lezining. All but a few students
will respond to the efforts of the highly qualified, friendly teacher
in whom they have confidence. This contidence comes about as a
result of the combination of the qualifications listed below, which

every shorthand teacher should possess:

¥ 1. The teacher should be well trained in shorthand and typing

and should be able to demonstrate thes«¢ skills in an outstand~
ing manner.

The teacher should be thoroughly familiar with the principles
of the system of shorthand that he is teaching, and. his short-
hand writing should be rapid, fluent, and attractive.

3. The teacher should have a knowledge of the history of short-
hand ‘in general and of the particular system being presented.

4. The teacher should know how to present the particular short-
hand system to the class following acceptable methodology.

5. The teacher should like his students and enjoy working with
them, and he should like the subject he is teaching and enjoy
teaching it.

6. The teacher Should have a sense of humor and use it. He also
must be a good disciplinarian.

7. The teacher should be able to write shorthand outlines which
are correct, legible, and attractive, and he should be able to
write them fluently. In addition, he should be we!l trained in
the technique of using the chalkboard effectively — standing
so that the class can see his writing hand in motion, writing
in columns (rather than in haphazard style) from left to right,
making chalkboard outlines of appropriate size, etc.

2

e That teacher succeeds who creates a
classroom climate favorable for learning.

If the shorthand teacher has the above qualifications and conveys
to his students his own enthusiasm for the subject, he is well on the
way 'to becoming a successful and an inspiring teacher.

ERIC 2
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Additional Comments -

On the subject of dictation and shorthand machines

1. Tonne, H. A. principles of business education; 3d ed. McGraw.
1961. p. 302

~The dictation machine cannot take the place of a secretary or
stenographer, for many stcnographlc duties cannot be per-
formed by a machine. Dictating machine operation, learned as
a suppleraent to stcnography, is'a valued Skl“ to the prospectlve
employee.

2. Nolan, C. A. & Hayden, C. K. Principles and problems in busi-
ness education; 2d ed. South-Western Pub. Co. 1958, p. 118

. . . The increased use of dictation machines has led some
people to believe that they will eventually displace shorthand.
This, however, is not likely. True it is that dictation' machines
are used by tens of thousands of dictators for routine letters,
but the fact remains that a surprisingly large proportion: of
dictators prefer to dictate to stenographers. . . .

3. Wagoner, G. A. Shorthand: past, present, and future. Business
Education Forum. Vol. 11, pp. 18-9, May 1957 .

‘ In spite of the fact that dictating machines are increasing in
use, no evidence is available that the demand for shorthand-
trained students is decreasing. :

4. Balsley, I. W. Recent developments in secretarial science.-Ameri-—————
can Business Education. Vol. 15, p. 260, May 1959 '

There is no evidence at this time that the majority of business-
men are ready to abandon dictating to a secretary in favor
of machines. Both methods are likely to continue in use. -

5. Tonne, H. A. The present and future of shorthand. Business
Education Forum. Vol. 15, p. 11, Oct. 1960 "

Dictation machines have a permanent and major place in facil-
itating office dictation. Typically such machines are used for
routine and standardized technical dictation- by dictators who
have not arrived at the top rung of responsnblllty in their field.
There is evidence that dlctatlng machines are used _not so
much because of their superiority, but rather because it is
possible to use less expensive help for routine work and because
better control of quantity of production can be maintained.
Dictation machines have been in use for many years, but there
is little evidence that they will replace completely the use of
~ manual shorthand. In many cities there is a cdnsistently greater
. demand for manual shorthand workers than there is for dic-
tating machine operators. The great contribution of the dic-
“tating machine is that 1t has made it possible to cope with the




- serious shortagc of stenographers and still provnde for the in-
creased need for communication services ln business.

6. Nolan, C. A. & Hayden, C. K. Principles and problems in busi-
ness educatlon 2d ed. South-Western Pub. Co. 1958 p. 120

. the shorthand machine, however valuab;e a tool it may be
for taking speeches or court testimony, is not likely to displace
shorthand in the business oftice.

.7. Tonne, H. A, The present and future of shorthand. Business Edu-
cation Forum. Vol. 15, p. 11, Oct. 1960

Machine shorthand will continue to have an attritional influence '
upon traditional manual shorthand for court and convention

reporting. However, there has been little tendency for machine

shorthand to makc significant inroads in the office for usual

dictation purposes. The present evidece is that a drastic change

in procedure for the sale of shorthand machines and a major

re-education of the businessman would be required to make it

possible for machine shorthard to receive a major impetus in

office dictation use.

8. Rewe, J.L. A r_ecommendedvstenographic curriculum. The Col-
lege of Education Record. The University of North Dakota,
"Grand Forks, N. Dak. Current issues in the teaching of short-
hand. Vol. 15, p. 130. June 1960

Ty The assumption has been made that voice-writing machines
are rapidly replacing shorthand; nothing could be further from
the truth. . . . Business firms have reported advertising over
a period of months for a secretary with shorthand skill with
not even a single applicant responding. When one talks to
businessmen who employ clerical help the discussion eventually
turns to the acute shortage of trained office personnel with
shorthand ability. . .. The Wall Street Journal recently carried

. a front page news |tem concerning a current and crucial aspect
in management — the shortage of skilled stenographers.

On the subject of prognosis, selection, and screening of students -

1. Etier, F. “The stenographjc curriculum pattern,” in American
business education yearbook; Curriculum patterns in business
education, by John Rowe, editor. Vol. 13, Chapter 18, p. 194.
New York Univ. Bookstore. 1956 '

One of the prime tequisites of the stenographer is that he is
able to read notes rapidly and to recognize whether they make
. sense. Almost equally important "are the abilities to use the
English language intelligently; to spell and to capitalize cor-
rectly. A good stenographer is well grounded in basic grammar
and rhetoric. :
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2. Anderson, R. I. Helping the slow learner. American Busineés
Education. Vol. 10, pp. 241-2, May 1954

The small school system which has limited time and facnlmes
for testing programs often finds it difficult to develop a prac- -
tical plan for advising students as to their possible success or
failure in shorthand and transcription. Leslie has recommended
that such schools consider the feasibility of using the Shepherd
English Placement Test for transcription prognosis and has
suggested specific scores above and below which a student
. would be considered a good or a poor risk in transcription.
Note: After Dr. Anderson checked over a period of 3 con-
secutive’ years, the scores on the Purdue English Placement
‘Test, with final grades in shorthand and transcription for three
years, the following conclusions were reached: -

. Practically all students scoring above the 90th percentile
received an A or B in advanced shorthand and transcription.
Praciically all students scoring below the 48th percentile
failed advanced shorthand and transcription. All students
who made a D in advanced shorthand and franscription were
below the 60th percentile, with one exception. Students mak -
ing B's or C’s were all above the 40th percentile with o.e
exccption. While it is not felt that a sufficient number of
cascs had been studied in the 3-year period, the following
tentative conclusions were drawn:

a. A student scoring below the 40th percentile on the
Purdue English Placement Test is likely to be unsuc-
cessful in the study of shorthand and transcription.

b. A student scoring above the 60th percentile is prac-
tically assured of success in shorthand and transcrip-
tion, if he applies himself.

c. The success of students scormg between the 40th and
60th percentile is uncertain.

3. Rowe, J. L. The selection of shorthand students. The College
of Education Record. The University of North Dakota, Grand

Forks, N. Dak. Current issues in the teaching of shorthand. Vol.
15, pp. 143-5. June 1960

Not all students can learn shorthand. . . . Although standard

- selective procedures for shorthand students are not completely
valid when’ predlctmg success, we can, however, use existing
prognostic criteria to predict failure. Selection is, therefore,
recormmended.

« Prognostic tests having the most value are those attempting
to predict success in transcription and English skllls as well
as in shorthand symbol learning.

If limited [selecting] data is available [to the school], the
" writer recommends that typewriting, IQ, and prognostic tests
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be - employed pnmanly as determiners of failure rather than
success.

4. Swem, C.-L. The tc.chmque of shorthand reporting. McGraw :
1941. p. S

The first question I would ask a claAss of prospective shorthand
reporters still in school is, “Do you like shorthand?” All those
who answered “No,” or that they did not know, or who were
indefinite in their replies, 1 would pass by immediately. I -
would not bother to inquire into their intelligence, their back-
ground, or even their learning aptitude. They may become
President of the United States or great industrial magnates,
but they will never be shorthand reporters. They lack the
very first requisite.

On the subject of the use of a recording machine in the classroom

Good classroom practices in business education, Monograph 85.
South-Western BB. Co. 1953. p. 34

The voiet recording machines make it possible for students to
take additional dictation at rates and times suited to their con-
venicnce. For beginniag classes, the téacher may dictate several
letters from the textbook, announcing the page and letter num-
bers before each letter, so that students may prevnew difficult
words before taking the dictation.

On the subject of the master shorthand teacher

Rowe, J. L. Identifying characteristics of the master shortirand
teacher. The College of Education Record. The University of North
. Dakota, Grank Forks, M. ")ak. Current issues in the teaching of /

- shorthand. Vol. 15, pp. 133-43. June 1960

The ‘master shorthand teacher has acquired a vocational short-
hand skill.

The master shorthand teacher is a drill master.

The master shorthand' teacher writes well-proportioned and
fluent outlines on the chalkboard.

The master shorthand teacher thoroughly presents the shorthand
alphabet during the first few weeks of shorthand teaching.

The master shorthand teacher uses testing devices pnmanly as
dlsc1plme in learning.

The master shorthand teach r informs students of everchangmg
.~ goals.

. The master shorthand teacher varies classroom activities, to
maintain high interest throughout the perod.

The imaster shorthand teacher provides the students with 1dcal '
learning conditions.

The master shorthand teacher uses supplementary teachmg de-




vices such as tape recorders, records, films, and bulletin boards.
The master shorthand teacher has perfected the art of dictation.

The master shorthand teacher constantly develops the concept
of mailability.

On the subject of undesirable reaching activity

Zoubek, C. E. Sure-fire devices to kill the qnthuéiasm of the most
enthusiastic shorthand class. Business Teacher. Vol. 39, p. 21, Jan.

1962

1.

18]

During the first few days, make every effort to convince your
students that shorthand is difficult and that if they thought
they were cnrollmg in a “snap” course, they have another
“think’ coming.

Don’t be casy on homework — pile it on.

Never prompt a student when he is reading back; make
him figure out every outline . . .

Give thc students the transcript? Never!

Prowl up and down the aisles wzitching students write as
you dictate. And very important: Don’t tell her how to write
[an outline} correctly; make her look it up.

Dictate word list tests as soon after presentmg a prmcnple
as possible, making students initiate outlines.

. Insist that everybody write the tiniest possible notes—the

smaller the better.

Never give a shorthand preview when you dictate new matter.
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NEWER SYSTEMS OF SHORTHAND

Several new systems of shorthand have made their appearance and
in some cases have cnjoyed a degree of populdrlty The shorthand
systems appearing in recent years offer possibi m&s to young and old
alike who wish to develop a writing speed which s fdster than their
usual ‘way of writing. Such a desire may arise from a person’s nced
to take study or lecture notes, to take notes for a club mcctmg or
some other personal use.

: Shorthaud-—~1’prsmwl Use

It will not be necessary to sypmlt a spccml course outline for a
one-semester, personal-use shorthand course to the Bureau of Busl—
ness and Distributive Education if:

* 1. This, syllabus is uscd as a general guide except that the em-
phases would be chdngcd

2. The course is open to 10th, 11th, and 12th grade students.

3. Credi: = Onc-half unit can be given provided the class meets
onc class period a day for a full semester or the equivalent.
This credit may be used in Group 3 for State and/or local
diplomas. =

4. Homework — Equivalent outside preparation for each student is
-expected.

o The effective teacher is enthusiastic about his subject.

Possible Future Developments.

The, newer systems of shorthand now making, their appearance
have not been analyzed cextensively by research: In fact, little research
is available concerning the merits and demerits of these newer sys--
tems. However, some impressive results have been obtained by some
teachers as reported in business education literature. Undoubtedly, for -
persons interested in developing shorthand skill for personal use, the
newer systems of shorthand will prove helpful. Some adult education

“directors find such u shorthand offering to be a popular subject.

There is also information available showing that some of the newer
systems of shorthand are satisfactory for vocational use. »

o Perhaps the newest thing in' shorthand ’ s
is not in shorthand at all, but in the ¢
people who are taking it—and the
purposes for which they are taking it.

RC . -7
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. SHORTHAND 1

Time Requirements and Regents Credit

* .Shorthand 1 classes are required to meet a minimum of fou/r or
five periods a week for two semesters for one unit 6f Regents credit. °
There should be an equal amount of preparation time outside the
classroom. (See Transcription section,.page 95, for possnble arrange-
ments of the transcription course.)

Aims . i

There has never been complete agreement among shorthand auth-
orities and business educators as to just what should be accomplished

- by high school students at the end of each semesteg of shorthand
instruction. Such diversity of opinion is good-because it encourages

* research in shorthand which not only aids the teacher but also the
student. Indeed, there is no justification to attempt tp fit all short-
hand students into one mold. The objectives of any school should
depend upon many variables, and that is why no attempt is made .
here to advance 'the idea that the aims set forth in this section -
should be adopted by all shorthand teachers. .

. While there is disdgreement among shorthand teachers as to what
should be accomplished’ at the end of each semester, there are also
many areas of agreement The good shorthand teacher believes in.
the following aims:

1. To build pupil competency ir. the ability to take verbatlmg
dictation at a reasonable rat: of -speed

2. To develop a reasonable degree of skill in: transcrlblng in',
longhand (orf where, possible on. the typewrlter) shorthand
notes taken in' dictation”

- 3. To acquaint the student with a basnc shorthand and bUSlneSS
" vocabulary dnd ability to apply this vocabulary e

4. To develop the .ability to relate' such’ other knowledges as :
might apply. ’
5.+ 5. Toprovide (when and wherq appropriate) remcdial instruc-

‘tion in English and. spelling deemed.a minimal essential -
-for vocational .use .in the communlty 4

6.  To develop desrrable attltudes, ideals, and traits of char-
acter which will conttibute to a wholesome and successful’
social and business career

o The ultimate aim of all ‘shorth.and teachlng is
the efficient producﬁon of a mailable traoscript.

ERIC- =2
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While a mastery of the techniques of the subject is the controlling
factor in shorthand instruction, it must be remembered that technical
ability alone will not meét the rcquirements of business. The stenog-

rapher must combine his technical ability in shorthand and transcrip- -- - :

-tion with general trammg and a knowledge of bus1ness practice if

he is to quahfy as an efficient office worker. The teachlng purpose,

* therefore, will include . the correlation necessary to give the- pupll

this desired equipment. Ideally, there should be no adjustment needed

on the part of the recent graduate in relating his school experience -

in the stenographlc skills to*his office job. Practically, there will
always be some adjustment, but the good teacher is always interested

.in keeping this adjustment to a minimum. -

Viewing shorthand from beginning to end, certain ob]ectlves come
ln'.o sight. !
Thé purpose Is to develop a minimum shorthand writing

skilt . . . on relatively easy and controlled materlal [ Definition
of clcmcntary shorthand] e

Guidince in buvmess educanon, Monograph 83. South Western ‘Pub Co 195:

0} 0ur goal should be to achleve the_
- maximum results in the shortest time,

~ Teachers who use the reading approach will spend the ‘major
“portion of the -class period” teaching shorthand through reading

shorthand, and thc :remainder of thé time teaching shorthand through
writing shorthand. In other words, reading and writing are the two

. major avenues to developlng skill. The reverse procedure.is appro-

oriate where the cmphasis’is on the’ writing of shorthand Tonne has
this to say about the reading approach: :

The development of the Functlonal Method in Gregg Short-
hand . . . arnd of the eclectic method of teaching Pitman short- "t

hand has improved the. ‘teaching of shorthand.

"$horthand learning is essentially a language type of. Iearmng :

. A reading approach helps to overcome this Weakne'u [in-
ablllty of the student to read what he writes]

Tonne, H. A. Prmctples of* busmess edw‘alzon, 3d ed. McGraw 1961. .pp.
310-11 ¢ )

. The time to be spent on reading has been dealt with extensrvely in

business literature: Leslie says: ' .

In language-art shorthand teaching, the teadiag approach may
" best be used for approx1mately 20 class periods before.any
writing is done; in sc1ence-t)pe teachlng the reading approach

’ : : s
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.will be more effective if it is used for 'onl)‘( a few class periods
before beginning to write.

On the other hand, many successful teachers prefer to begin
writing on the first day of shorthand instruction. There are pros
and cons that each teacher must weigh for himself in assemblying
the group of devices and procedures that he will use . .

Leslig.‘A.\NZ‘;tﬁo‘ds of teaching Gregg shorthand. McGraw. 1953, p. 46
/ ; . Read, read, read; write, write, write.

A popular methods text hés this to say: .

The . . . automatization of shorthand rather than {the] intel-
lectualization of the skill {is the all-important Objective].

Tonne, H. A. & others. Methods of teaching business subjects; 2d ed. McGraw.
1957. p. 141

" There is no doubt that shorthand is only a means to an end, and
that end is transcription. To reach the ultimate goal of transcription, -
objectives must be established at the conclusion of each semester.:
Let us examine the desirable end Of-semt‘:ster' goals for shorthand 1.

©

. /

O
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FIRST-SEMESTER GOALS

©

Theory

In soine systems of shorthand, it is possible fpr the s{udent to ac-
quire a knowledge of all the principles &f thesystem during the first
half-year. It is suggested that this practlce be encouraged whenever
possible. In other systems, this is not casily done; therefore, approxi-
mately one-half (or more .if possible) ‘of the theory will be taught.
The school must set its own goals according to the system of short-
hand Being oﬁered .

Rapzd Readmg .

Whelher the reading (part of t.he functional. or language—art
method), or the writing ( scrence-type or traditional method) approach
to the learning of shorthand is used, “reading must always be without

hesitation. Reading fluently, both from the textbook plate notes and .

-

_rapid, fluent, and attractive. Angus says

from the student’s own shorthand notes, rapid . recogmtlon of the

system should be stressed.

.

. Spend very htﬂe time on minor theory points,

. A shorthand student who can fead-shorthand without faltermg
shows definite signs of skill development. Lamb’ dnscusses this point
by emphasizing that: o _

Fluent reading of shorthand for meanmg is the outstanding”
readmg technique to be requrred Students should be required
to read a great deal of common’ matter in order to automatize
their reading responses to words of high frequency and they
should be timed both on reading from plates and on reading

., from their own notes. They should also do some assigned read-
! ing at home aimed at ‘increasing their shorthand vocabulazy.

Lamb. M. M. Your first year of teaching shorthand and transcrtpnon South-
Western Pub. Co. 1950. pp 136-7-

Writing - ‘

-It is important that the student fearn from the beglnnmg to write
‘the system of shorthand with ease and fluency. The student should
become acquainted with the rapid, fluent method of executingsthe

outlines. The teach2r’s “chalkmanship” at the chalkboard should be

Ly e
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Well-executed, artistic outlines on the board can do much
to help in the improvement of the writing style of the students.

Am,us, M. M. §ound teachmg mcthods for shorthand. Buuness Educumm
Forum. Vol. 16, p. 17, Oct. 1961

o Never write a careless outline.

Leslie agrees with the idea that the teacher's outlines are important
in Skl“ dcv&.lopmt.nt for he statcs '
The habits used in the writing of shorthand are best formed

by copying from well-written shorthand plates . . . and then
from thc teacher's shorthand at the [chalkboard}

Leshe L. A. Methodv of teaching Grex,g shorthand. MLGNW 1953 p. 191

Penmanship

It is axiomatic to state that people are individuals but it is import-
_ant that this concept be kept in mind particularly as”it applies to
developing acceptable penmanship and legibility in the suorthand
class. Leslic discusses this point so thoroughly that it is appropriate
,=h¢re to extract some of his comments:

The newer school of thought contends that if the dlctatlon is
slow enough so that the Icarner is always able to preserve a high
-degree of control over the shorthand penmanship and a high
degree of theoretical accuracy of outline, the learner’s speed
is not being forced sufficiently. The contention is that most of
the dictation should be given so rapidly that the learner is con-
stantly stretched to the utmost, with some necessary lowering
of the quality of the shorthand penmanship and the percentage
of accuracy of the shorthand theory. g '

. the newer school of thought is strictly utilitarian and
tends to rate shorthand success altogether on the basis of the
transcript, without regard to the quality of the shorthand notes.

le.:hc L. A. Methods of tcachmg Gregg shorthaud McGraw. 1953. p. 79

* Comfort need be the only criterion for penmanship.

Leslie goes on to say:

Utility rather than beauty sheuld be the standard set for the
shorthand writing of the learner who is planning to become a
stenographer. (82)

. too much stress on good shorthand penmanshlp is likely
to make the ‘learner so ‘“penmanship-conscious” that he will
suffer serious loss of shorthand speed in his attempt (0 write

@ horthand notes of a higher quality of penmanship. (82)
FRIC |
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.y Rifkin’s [an inverted left-handed writer who is recog-
nized as an outstanding shorthand reporter] writing position is
an excellent example of the futility of wasting time on . . .
details of posture and hand position. (127)

‘There is no hand position that is necessary for the writing
of good shorthand. The writer should be comfortable as he
writes. (130) .

Body posture is probably the least of the faétors concerned
in good shorthand writing and may be ignored in any but really
extraordinary cases. (130}

There is no one correct hand posmon and more harm than
good will be done in most cases by trying to impose hand posn-
tion on the learner. {136)

Six penmanshlp fallacies [held by Gregg shorthand teachers]
include:
Strive for even, rhythmic writing (138)
Light touch, hairline strokes (139)
Uniform slant (140)
Write small, compact notes (141)
All stenographers use pencil (144)
Be sure you don’t pinch the pen.(145) -

It is apparent from the above quotations that good penmanship is
desired but only to the extent that legibility is present. To take
instructional time to go beyond this point seems to be questionable.

Desirable as it may be, fluency of shorthand writing is usually -

achieved after 1 year of shorthand instruction, but the goal of writing
without hesitation begins -when writing is introduced.

. Eliminate pen pinching.

Pretranscription Skills

Correct spelling, proper punctuation, correct sentence structure,
and good letter form are all pertinent to the end result to be achieved,
which is to produce a mailable transcript. Therefore, even during
'the early -theory-learning stages, these skills should be mtroduced
whenever the opportunity arises.

The teacher’s responsibility for developmg pretranscription skills
is clearly recognized by Travis who says:

. a constantly increasing amount of time is being given to
punctuatnon and other points of English. Although this em-

- phasis on English . .. is particularly intended as an important

phase of pretranscnptlon preparatlon for those going into

EKC . e
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stenography . . . it serves to reinforce these basic fundamentals
for all students .

" Travis, D. L. Improvement of instructicn in business education at the secondary -
scléoo{ fevel. National Business Education Quarterly Vol. 28, p. 34, Summer
1960

In developing pretranscription skills, it is important to erphasize
that it can best be done as an “on-going activity” rather than having
a certain block of time during the semester devoted tg it. Teachers
who are successful in developing pretranscription skills know that it
is far more effective to teach the use of the comma repeatedly over
a number of days or weeks than to deal with it exclusively for a
concentrated number of weeks and then never deal with it again.
In fact, the student who completes 25 sentences in one class period
requiring the use of the comma (or any mark of punctuation) does
not develop as high a skill on the use of the comma as a student
who completes a single sentence a day for 25 successive days.

* Pﬁnctuatioq practice every day keeps errors awav.
The problem faced by the shorthand teacher in developing pre-
transcription skills should not be minimized, for Leslie states:

The most difficult pretranscription -training. is that in the
conventions of written English—spelling, punctuation, typing
style, etc.

Leslie, L. A. Methods of teaching Gregg shorthand. McGraw. 1953, p. 231

Oral Transcription

Oral transcription is extremely.important. It should be carried on
more or less regularly as a student reads aloud in class from short-
hand notes from the text or of his own making. As tHe student reads,
he supplies the punctuation, capitalization, paragraphing, spells dif-
ficult words, and provides all other information needed to produce
.a.mailable transcript. All students benefit by this oral transcription
for it helps to answer questions raised in their own minds and it pro-
vides a constant review of transcription pointers. '

- Work Habits
The student should develop work and study hablts Wthh will help

It is necessary to begin drilling on good, businesslike habits from the
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very first day. The student should be cncouragcd and taught to:

1. Arrive on time
2. Date the notebook at the bottom

3. Have the tools of his trade in recadiness (for example,
a pen and at least onc No. 2 lead pencil)

4. Be prepared to begin work without delay : /

Immediately upon' entering the classroom, the students should
settle down and prepare for the class instruction. The teacher should
proceed with minimum delay to begin the instruction for the day.
(For additional discussion on work habits, see page 19.) '

¢ Insist that your students display
good work habits every day.

"To Pass or To Fail—That Is the Question!

If a student is unsuccessful and has done all of the work required at
a minimum standard level and demonstrates his unfitness for continu-
ing in shorthand, there is much to be said in favor of giving the stu-
dent a terminal grade at the end of the first semester and then allowing
-him to terminate the shorthand program. This is not to be a reward
for ‘the student who does not try or work to his capacity. It is
intended as a mark of recognition.or achievement for the student who
finds that shorthand is not for him.. After receiving this terminal
mark at the end of the fifst seméster, the student may be granted
one-half unit of Regents’ credit tc ‘be used in Group 3 for State
and/or local diplomas.

Some students might be encouraged to repeat the first semester’s
work in the regular session or possibly in summer school. Other
students might be interested in electing a 1-year vocational course
in machine transcription on an individualized tutorial basns beginning

with the second semester.

Student and Teacher Goals

For the Student

Student goals are perhaps one of the most neglected areas of
education. The absence of student goals is a detriment to learning,
for without goals, trial-and-error leéming rather than a systematic
path to progress takes place. Therefore, it is important that each

———studentbe taught to set his own goals for shorthand learning. These
goals shodld be short term and long term. In other words, the goals
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may be set by the day, weck, month, and semester. Students find
short-term goals to be most appealing and realistic. o

At the beginning of each lesson, the teacher should remind the
students that it iz important for them to determine what they hope
to accomplish by the end of the class day. One student might.set a
goal of deep concentration during the recording of dictation and re-
solve to block out all other sounds and distractions; another student
might set a goal of turning his notebook pages faster; still another
student might decide that by the end of the period, he will have
mastered the “rd” combination; finally, another student might aim
at writing a dictation without interference or interruption from that
little inner voice we all know so well that keeps whispering to us to
“quit,” “give up,” * “'too fast,” etc.

e Each student shovld have a goal for each day.

So important are students goals that it must be stated once again:
The road to self-improvement is through identifying the problems
that lie ahead and by developing a determined attitude to rise above
. the problems no matter what intervenes. Students should be taught
to appreciate the need for goals. '

The importance of pupil goals is recognized by busmess educators

as being extremely desnrable )
All methodology in the teaching of shorthand points to the

great need for having pupils set individual goals for attaining
higher levels of speed in taking dictation.

Jevons, Elsie, & Halbersleben, Helen. “Guidance activities in shorthand,”
Amerlcan business education yearbook Guidance problems and procedurm
in business education, by V. Mussleman, editor. Vol. [, Chapter (3, p.
198. New York Univ. Bookstore 1954

As teachers help students set goals the words of Travis should be
kept in mind: : »

In the development of the skills, it is a simple matter to sct
individual goals. The goals should be attainable but constantly
moving upward.

]

!

Travis, D. L. Jmprovemem of instruction in business education at the sec-
ondary school level. National Business Education Quarterly. Vol 28, p. 33,
~ Summer 1960

For'the Teacher

The effective teacher aims at an educational target. That target is
greater student achlevement When the objectlves of the course are

ERIC IR
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clearly in focus, the teacher is well on the way to accomplishing all
that he set out to accomplish. Balsley states: :

If maximum learning is to take place in the shorthand pro-
gram, evaluation must be a constant factor in each class hour,
not -just a basis for the issuing of grades at the end of each
term. There must be informal evaluation of student learning after
each activity in the class period. . On the basis of such an
evaluation, the teacher will then “evaluate” the effectiveness
of ‘the device, technique, or procedure she used in terms of the
objective or purpose’ she had in mind. 1f the objective was not
achieved, she will then select a different activity, some other
way of trying to accomplish that objective. ln other words, the
teacher first evaluates the students’ responses or perfarmance,
and then as the next step, evaluates the appropriateness of the
teaching’ device or procedure.

In order to evaluate student progress, the tcacher must have
in mind the ultimate goal of the complete sequence of shorthand
courses (job competency), the terminal® goal of each specific
course, and the intermediate goals within the specific course.
Then, she must also have in mind the personal goals that ‘each
of her students should have.

[

R

Balsley, I. W ‘V‘Shorthand "in- Amcrlcan business Lducanon yearbool\ Evalu-
ation of pupil progress in business education, by E. L. Popham, editor. Vol.
17, Chapter 9, p. 185. New York Univ. Bookstore. 1960,

O
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SECOND-SEMESTER GOALS | |
Shorthand is a beautiful art. The learning of shorthand is not a

'final product in and of itself. The reason for learning shorthand is to

be able to transcribe notes completely at-some later time. Hardaway
and Maier discuss this point by stating: '
The objective of shorthand instruction is to teach the students

to write shorthand outlines rapidly and clearly enough so that
_they may transcribe dictation accurately and speedily.-

Hardaway, M. & Maler T. B. Tests and measurements in business education:
2d ed. South-Western Pub. Co. 1952, p. 150

e Shorthand is only the vehicle for achiev-
ing the desired objective—transcription.

Before transcription takes plaéc, studen'is need to develop a mult'i-b
tude of skills. Fedorczyk states: !

Shorthand teachers are aware that (a) students must be
thoroughly “familiar with shorthand symbols in order to write
shorthand rapidly; (b) students must not only be able to read
the symbols, but they must also be able to construct them within
differing word patterns; and (c) students must be able to spell
and must have a good vocabulary in order to transcribe short-
“hand symbols into correct English longhand.

;edorczyk, V. S. Providing for individual differences in shorthand from the

beginning. Business Education Forum. Vol. 15, p. 31, May 1961

As in the first semester, shorthand instruction aims at developing
theory, rapid reading and writing, transcription skills, penmanshlp,

- and work habits.

Theory

Too much emphasis on theory is just as objectionable as too little
emphasis. Although students should have a reasonable knowledge of
shorthand, it is not necessary for them to develop 100. per cent
accuracy in shorthand theory. Lesiie states:

Experience has proved conclusively that some of the learners

. with ‘the best theory and penmanship fail to become rapid.and

“accurate shorthand writers, whereas ‘many learners. with poor
shorthand theory ‘and penmanship are rapid and, accurate short-
hand writers and -successful stenographers, .

. Leslie, L. A. Methods of teaching Gregg shorthand. McGraw. 1953. p. 80
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The problem is for the teacher to decide when the students have
acquired enough theory and at what point other shorthand objectives
can be given more attention.

e Do nothing with words or word lists, except the

brief forms which should be read cumulatively from
the back of the book, individually and in unison.

- Reading

Shorthand is best learned by both reading it and writing it. Lamb

recognizes the importance of proper instruction in reading: /

E

. Because the ability to read in thought units is one. of the
techniques required for efficient transcription, students should
be trained to read in thought units from the beginning of their
tr"umng . :

ljr;ih M Ul(’i Your first year 0/ tedc /)i;ltl,:ﬁgi);;fl/;(;lI;}V‘(-H_I(M/_. ljul_ﬁ:-r_l};lu;; South:
Wcslun Pub Co l95() PP 136-7 -

Most class periods should provnde an opportunity. for students to
read a$ an individual and with the entire class. The clue to main-
taining student interest is to vary class activities. The teacher must

‘provide the right amount of reading time for each class meeting

Individual class necds will determine how much time should be
devoted to oral reading.

N
Writing S

At the end of the first semester, 'thcashorthand stude‘nt should
be writing much of the dictation in a manner approaching fluency.

1t is unreasonable to expect. expert performance in taking dictation:

at. this stage — indeed at any learning stage, because the real develop-
ment of shorthand skill comes on the job. However, students are
expected to write some of the dictation without faltering. Leslie is
not convinced that great stress be placed on developing fluent writers

for he states:

¢ It cannot be emphasized too thoroughly that, when we come
‘to write from dictation, everything else must be for-
gotten except the single determinatior to get it down.

The good shorthand writer does not write “smoothly and
cvenly.” He writes with constantly varying pressure and line
speed, accommodating himself to the ease or difficulty of the
joinings. The learner will usually acquire the correct techinique

, naturally unless the teacher, through counting drills or some
Q . v
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other metronomic devicr, compels the acquisition. of the
“smooth and even” style of writing. -

Leslie, L. A. Methods of teaching Gregg shorthand. McGraw. 1953. p. 347 .

- Of course, Leslie is-not saying that the objective of fiuency is not
desirable, for mdeed it is. He is sayin 1 that during the initial learning
stages of writing, when students are still in the formative stages of
learning the art of shorthand, too much emphasis on even flow of
writing ‘sets up undesirable blocks to speed which if allowed to
mature will prove to be difficult obstacles to high speed levels.

As students mature in the shorthand course, more emphasis should
be placed on smoothness m writing. On this point, Leslie states:

. shorthand writing is more of a mental than a mechanical

process. . If the writer can think out the correct outlines
rapidly enough he will find little or no difficulty in_ transferrmg
it to paper.

Fluency at all times ‘must be emphasized and all hesitation
should be ellmmated

L_e;he, L. A Melhadx o} teaching Gre;’g shorthand. McGraw. 1953. p.:136 ‘

The point to remember is simply this: Emphasize fluency but don’t
‘overemphasize it, lest you create inhibitions which are more serious
than a faltering writing style.’

. Develop a smooth writing style.

. Forkner recognizes that some students will write without hesﬂat:on :
whlle other students are labormg over outlines:

> The teacher recognizes that all stenographlc positions do not
require high speeds of dictation. Therefore, he gears his instruc-
tion so that the most able students devclop high rates of dicta-
tion and the students who do not possess or cannot reach high
rates are helped to develop employable skills at lower rates. -

Forkner. H. L. “The other side of the desk in the shorthand ciass.” Part IV
from How to teach business subjects. United Business Education Association.
Mational Education Association, Washington 6, D. C. 1959. p. 134 )

The teacher should understand what contributes to good writing
technique." Lamb is of assistance on this point:

~ Students shouid know and observe the details of ‘situation
writing techmques and notebook use that contribute to fluent,
—————skillful-writing:- :

Writing surfaces should be ¢lear.
Students should be seated for maximum writing comfort. -
"Thé | position of the writing hand is important to eliminate

. Q pen pinching.
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Students should write outlines, not draw. them.
Students should not be allowed to write sprawling notes.
- Errors should be crosscd out, never erased.

As soon as studénts start to write shorthand .thcy should
adopt good notcbook habits.

l_'lmb M. M. Your ﬁrsl year o/ leachmg shorllmnd and lruuur:plmn South-
Westcrn Pub Co 1950. Pp. 137-8

e New matter dictation snaterial may be found
everywhere; but, for best results, use short
business letters of from 80 to 160 words.

Pretran.scrzpuon Skills ’ :

The ability to take dictation of ungradcd and unprcvnewed matenal :
is of no value unless the standards of mailability ‘have been met,
cven though that transcription appears in longhand: A mailable trans-
cript means that a prudent businessman would sign the letter. A
student who takes an unreasonable length of time to transcribe has
no* acquired a salable skill.

The subject of how much specd students should havc in taking

- dictation and in converting it to longhand during the early stages of
learning shorthand is discussed at length in the literaturc. Leslie -
states:-

The minimum acceptable speed of these longhand transcripts
will begin at about 8 wam after 5 to 10 periods of instruction
and will reach a minimum of 13 wam after approximately 40
periods of mstructlon

-Leslic, L. A. Methods of teaching Gregg shorthand. McGraw. 1953. p. 205

Leslie’s comment apphes to first-semester shorthand. By the time .
“students arc in the second semester of shorthand instruction, their
longhand transcription rate” should have improvedi The amount of
improvement will vary according to the individual levels of skill .
developed by each student. It is suggested that teachers time students
as they copy from any printed matter into longhand to determine
their rate of writing speed. Following this, another timed writing
should be given requiring students to copy from shorthand plate into

longhand. This provides a basis for determining the amount of im-
provement in speed of writing bemg made by each of the students.

Whenever possible, dictated matter should deal with realistic busi- -
ness situations; the transcripts, even though they appear in longhand,

ERIC s

Aruitoxt provided by Eic:



» . should resemble an actual business letter which follows acceptable
"« letter styles. o . '

g ¢ Do nvoi,'if you can.avoid it, separate a skill

. from the normal function it is intended to serve.

Penmanship o : ‘

" Individuals are different in many ways including variations in hand-

writing. It is a serious mistake to attempt to remake anyone’s writing, -
for this cannot be done except at the expense of mental and emo- .
tional adjustments, time, and costly distractions from more important
shorthand learning situations. If the outline is leglble and can be

transcribed accurately, this is all that counts. Leslie says:

. under no circumstances should ihe teacher correct the
learner’s shorthand notes. Correction of the notes makes the
learner self-coiiscious about his notes and hampers his skill
development. .

Leslie, L. A. Methods of teaching Gregg shorthand. McGraw, 1953, p. 193

T A

In discussing the point that no attempt be made to reshape the
writer’s penmanship, Blanchard makes the following recommendation:
Permit the large writers, the small writers,- the backhand
.writers, the vertical ~writers, and the left- handed writers to
retain, with very few exceptions, their mdmduahty of style when
writing shorthand.

Blanchard, C. L. Twenty 5hor seuls o shorthand speed; 2d ed. McGraw: 1947,
p. 24

© Make no effort to standardize the.
size and slant of your students’ notes. -

‘Work Habits »
The personality traits and work habits that are discussed on
pages 19 to 21 are intended to be an ongoing activity .throughout
~the entire shorthand and transcription’ program. Because intrinsic
motivation is far superior to the extrinsic type, students should develop
a personal pride in all the work they do. Teachers should encourage
“only the highest of personal standards among their students. Before
any paper is submitted to the instructor, the students should have
evaluated their own work in terms of its acceptability. All evidence
_indicates that, if the teacher’s standards are minimum, students will
work up only to the minimum; if the teacher’s standards are high,
/students will likewis¢€ work up to those same hlgh standards.
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It is the responsibility -of cach teacher to know what business
“standards are expected by cmployers in the business community.
Knowing this, the effective shorthand teacher then uses these business
standards as a - basis for establishing school- standards. Not only is
this desirable from the teaching viewpoint, but such standara: make
good sense to students and they are more- willing to co-operate with
the teacher as to the requirements of the course. .

.

Tests

It is only natural that many students fear tests. However, the
teacher can du much to lessen student apprehensnon Beginning
tests should be easy and on familiar material so as not to set up any
blocks to learning. Tests, or quizzes, in the early learning stages
should be from homework material. Qn this subject, Leslie states:

A good shorthand test should be quick and easy to administer
. to correct (anc) to score.

. . the test should measure the development of the learner’s
shorthand réading and writing skill rather than his ability to
verbalize rules or construct dutlinzs identical with those in the
shorthand textbooks.

Leslie. L. A. Methods of teaching Gregg she{'lhand. McGraw. 1953, pp. 196-7 .

® During the first semester of shorthand, all
_ tests should conmsist of familiar material,

-

Leslie goes on to say:

. the first typc of test to be gjven to the beginner should

. be one in which the learner transcribes in longhand a shorthand
plate. o

. The op(xmum length of the test seems to. be about 3
mmutes

~ Leslie LA A. Methods o/ leacl{ing Gregg shorthand. McGraw. 1953, pp. 2034

Farkner also agrees on using faliliar matter on some types -of
tests for he states: :

.. . the real test in dictation and transcnptlon progress o
should be on familiar matter . . . if we are’to mdrk a student on -
progress. we must be sure we are testmg the same thing [fami-
liar matter] cach time. o

F‘OIl\ncr HHE_“ Thc othcr side of the desk in the shorthand class j’art v
from How to teach business subjects. United Business Education Assocmuon,
N.mon.xl Education Association. Washington 6, D. C. 1959, p. 137

¢ Short quizzes, frequently given, are
" o far better than long, infrequent tesfs.
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It is so casy to give a tcst but it is not so casy to give a good
test. Rowe discusses testing at some lcngth ; §
1. A major purpose, of testing in shorthand is to promote the
. learning process. .

2. The results of a test should reveal the studcnts relative
~ standing.. '

3. The techniques and mcchdm(.s of thc test should be thor-
oughly understood by the student. .

4. Theory tests should be bascd upon prtwous lcarmng experi- .
ences.

“. 5. Testing should pave the way for remedial teaching.

6. The results of cach-test should -be given to the student in
the shortest possible tim:: . ~

7. The test scorc should never be a surprise to the student

Rowe, J. L. The art of testing. Business Education World. Vol. 40, pp. 27 3.
* Jan. 1960 ) i .

Although testing is important, the teacher must not overdo it.

" Another important point to remember 'is that every test should also

teach. Following cach test (when the graded papers have been re-

;turned to the ‘students the followmg day), the tcacher should go

N over 112 test, item by item, and maké certain th'\t students understand
their incorrect answers. )

*In addition to testing on transcription skills, some teachers may
wish to test students on the principles of the system such as requiring
them to write shorthand outlines for bri.. forms, derivatives, phrases,
and- other words which illustrate an understanding or a degrce of
mastery of writing shorthand. '

— A variety of tests su1table for elcmentary shorthand is identified by
Balsley
.  Tuning the reading from plate notes
Timing.the reading of outlines from charts
Timing transcription in longhand from plate notes
Timing reading from homework notes
[ieading from notes taken from"dictation _
Brief form tests :
Theory tests
Vocabular; iests
Transcnbmg in longhand notes taken from dictation

Bnlslc\ L W, “Shorthand.” in American business education yearbook; Evalua-
tion of pupil progress in business education, by E. L. Popham, edltcr Vol. 17,
Chapter 9, pp. 190-1. New York Univ. Bookstore. 1960)..

¢ Each year, many thousands of employees take i
the National Business Entrance Tests in

\). ) Stenography; try them on your own students.

-



Word list tests arc commonly given by shorthand teachers. Equally
good reasons have been advanced in the literature concerning the
pros and cons of word theory tests. :

-Whether the functional or traditional method [of Gregg
shorthand] is chosen, the use of word lists covering certain
prmcrples of the system is regarded as effective by some teachers
in helping the student evaluate his command of the vocabulary
he has studied or. in providing a basis for grading . . . The
Business Teacher contains Complete Theory Tests that can be
used by the [Gregg] teacher who likes this type of measuring
device [while Pitman writers will find similar theory tests in

| issues of the Pitmanite].

Bals1ey, . W. “Shorthand,” in American business education yearbook; Evalua-
tion; bf pupil progress in business education, by E. L. Popham, editor. Vol. 17,
Chagter 9, p. 191. New York Univ.- Bookstore 1960

It is well for the shorthand teacher to know what the pros and
" cons of theory tests are:

Word list tests (when and if used) should be confmed to
high frequency words and to brief forms.

Hardaway, M. & Maier, T. B. Tests and measurements in business education;
2d ed. South-Western Pub. Co. 1952. p. 156

Leslie does not favor word list tests for he says:

The writing of isoiated words is rarely, if ever, justified.
. Very little time should be spent discussing the” meaning
b of words .

[The word list'type of test] is no longer a necessary or desir-
able type of shorthand test.

‘ . . if word-list tests are to be used at all, only the transcripts
should be scored or graded.

Lg;lle, L. A. Methods of teaching Gregg shorthand. McGraw. 1953. pp. 194-
2

¢ Learning brief forms is worth the effort;
automatizing the first 500 most frequently
used words in much the same way we now
automatize brief forms would be. worthwhile.

End- of Year Test

Since shorthand ability is but a means to an end, mailable tran-
scripts of letters given in dlCt?thn should be the final test at the end
of shorthand 1. On this point, Dempsey states:

The final grade in the course should be based\on a certain .

. Q ' ‘
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number of mailable letters to be produced over a period of time.

Dempsey, A. V. “Teachmg instead of “Timing” in transcription class. Part
from How to teach business subjects. United Busmesx Education Associa-

' uon, National Education Association, Washington 6, D. C. 1959. p. 169

When giving the final test, shorthand notes should be read and
examined by the teacher to'make sure that no longhand appears. This
is in agreement with the suggestion set forth in the latest edition
of the brochure entitled Suggestions on the Conducting of Examina-
tions and the Ratings of Regents Examinations Papers in Business
Subjects.

Test Content

Material need not contain an inside address, but it should have a
salutation, complimentary closing, and both dictator’s and stenog-

“rapher’s initials. The current date should always be a part.of the

daily work. The Regents examinatiori in shorthand at the end of 2
years furnishes the students with a printed folder listing the inside
addresses and any ‘‘1nusual” words contained in the dictation. The
first-year final examination should closely resemble this Regents
examination format. In choosing material to be dictated (original

- or from supplementary text), the teacher should try to find material

E

“that will be of interest to the student.

® Learn what kinds of tests are given by local busi-
ness firms to persons seeking employment in the
stenographic field; use these tests in your classroom.

Syllabic Intenszty

. Syllabic intensity (s.i.) means the counted number of syllables
divided by the number of words. For example:
100 words with 100 syllables = 1.0 s.i.
100 words with 140 syllables = 1.4 s.i.
Dictation on the final test should be from new material of approxi-

. mately 1.4 syllabic intensity and for a minimum of 6 minutes. (Refer

to page 16, and note- the pariigraphs discussing word count.) The °
standard word, containing 1.4 syllables, is the minimum level of
dictation material used in the Regents examination for shorthand.
To prepare students to pass this examination, it is suggested that the
shorthand teacher use graded dictation material which begins at
1.0 s.i. and extends up to approXimately 1.6 s.i,, thus insuring a
comfortable degree of *“overlearning” and a safe margin of mastery
2§ ord difficulty. '7

RIC |
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Dictation Rate

ft is suggested that 50 wam be considered as the minimum rate of
dictation for the final dictation test. However, the maximum rate of
dictation is unlimited. This cannot be stressed too strongly. It is the
teacher’s responsibility to take the students along the path of voca-
tional -cfficiency as far as their individual talents will allow. Many
tecacheis and students go beyond the minimum rate of 50 wam 1n
their achievement by the end of the first year of shorthand; some’
schools, in fact, look to 60 wam as their minimum goal.

¢ Students in schools should be prepared to
take dictation under‘adversc conditions,
Time

Because of the varying lengths of examination periods, as well as
differences in student abilitics, there is no set number of letters

-dictated or transcribed by students in their final test at the end of

their first year of shorthand. Some teachers prefer to dictate four
letters und have threc letters transcribed; other teachers set a stand-
ard of four letters dictated and four_ letters transcribed; while still
other shorthand teachers dictate five letters and require their students
to transcribe four of them. _

It is important that whatever the number of letters dictated, time
should be available in the testing period to transcribe the minimum
number set by the tcacher. It is a mistake, for example, to attempt
to dictate six letters and require: that five of them be iranscribed in
a 40-minute period. The time pressure in this instance is unrealistic .
and unfair to the student transcriber. Nevertheless, if the teacher has
a record of the student’s longhand or typewriting transcription rate
as it has been developed during the year, it will be a simple enough
matter to determine accurately the number of letters every student
can reasonably be expected to transcribe during a given time.

"lImAmg Schedule

The severity of grading wnll dcpcnd upon the time allctted for the
final test, and the number of letters to be dictated and transcribed.
For an explanation of the terms major errors, minor errors, mail-
ability, and other penalties, consult the latest edition of the brochure
entitled, Suggestions on -the Conducting of Examinations and the
Ratings of Regents Examination Papers in Business Subjects The
following penaltics are given as suggestions:
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PER CENT

LETTERS .‘ LETTERS VALUE OF
DICTATED TRANSCRIBED EACH LETTER
5 4 i 25
4 3 3315
3 2 . 50
P ENALTTIE S
MaJor Minor Muumuw '
—2% —%% —10%
—3% —% % —10%

—4% — I% —10%

¢ When in doubt, write it out.

Teaching Suggestions, Devices, and Hints

First Full Period of Instruction

Demonstrate to the students the value and ease of writing short-
hand as compared to longhand. Use the chalkboard as a means of
demonstrating by having one student come to the board and write
longhand on one panel while the teacher writes shorthand on another
panel, as another student dictates.

"Have the students write somethmv in shorthand such as student
names, day of the week, month, name of their city, and so forth
Each shorthand outline should be provided them.

Show how longhand makes use of shortcuts such as Mr. for
Mister, St. for Street.

Second Full Period of Instruction

It is ordinarily advisable to keepA different sections of shorthand

" classes on the same lesson, in case transfers from one section to

another take place during the first week of the term.

e Y successful teacher of shorthand is ever on the
+ ..{ to make changes in his teaching procedures, in -
an effort to achieve a higher degree of proficiency.

The teacher should spenJ several parts of at least two class penods :
demonstrating the proper vx)ay to do the daily homework, because
it is important for students to understand the most effective ways of
developing their shorthand skills outside the classroom. Therefore,
.repetition of instructions and more than one demonstration by the
teacher are essential.

The teacher should have the students do the ﬁrst homework assign-
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ment together in class so that any questions may be covered imme-
diately. If possible, a “sample homework” prepared by the teacher
may be duplicated and distributed to each student.

"The kind of homework a student is asked to do, and the way in
which homework is completed can contribute to or detract from
shorthand skill development.

Pupils must understand the basic psychological prmcnples
underlying skill building and their application to the study of
shorthand in order that there may be self-direction and guid-
ance, For instance, if pupils know that practice must be done
with concentration and thoughtfulness, if they know that short, -
frequent study periods are better than one long period, and if
they know that vocal response to practiced outlines is extremely
helpful, their homework will be more meaningful and productive,

Jevous, Elsie, & Halbersleben, Helen. “Guidance activities in shorthand,” in
American business education yearbook; Guidance problems and procedures in
busines: education, by V. A. Mussieman, editor. Vol. 11, Chapter 13, pp. 198-

9. New York Univ. Bookstore. 1954

There is much to be said in favor of having students do the same

assignmeérit on two successive nights to complete the first two assign-

ments in shorthand. The teacher’s examination of the first night’s
homework will provide the remedial instructions to students so that

. the same assignment on the second night will be done exactly the

way the teacher wants it done. Once the students understand what
they are expected to do, few misunderstandings will arise later in
the semester. :

e One of the surest marks of a good shorthand
teacher is his skill in preparing for a class.

How the homework should be dealt with by the teacher is dis-
cussed at great lengths by Leslie. He stresses the fact.that the copying
of word lists is undesirable and that the emphasis should be- on
writing connected matter. He recommends that the'homework assign-
ment be read first and then the shorthand plates should be copied.
This makes good sense because it is an established fact that short-
hand is best learned both by reading it and by copying it.

.-every hour spent in copying well-written shorthand im-
proves the learner’s shorthand penmanship. -

Leslie, L. A. Methods of teaching Gregg shorthand. McGraw, 1953, p. 193

o Stenography is distinctly a |.mguage art.

~ Some shorthand experts feel that it.is undesirable for students
to copy the same outline cnough times to fill up part of a line or .
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more. Leslie’s point is that ‘“‘rc-creation:rather than repetition” re-
sults in iearning. Writing connected matter rather than isolated word
lists conforms to sound principles of learning. Gates explains the
reason for this by stating:

Do not, if you can avoid it, separate a skill from thc normal
function it is intended to serve.

Gates, A. L. The development of reading. The Macmillan Co. New York 1936.
p. 269

in addition to demonstrating how the homework is to be done, the
teacher will need to show how the notebook is to be used. Although
the chalkbjard offers the opportunity for all to observe the points -
being made by the teacher, it is essential that the teacher suppost this
presentation by sitting at a student’s desk, using a student’s notecbook, -
and illustrating the same points shown on the chalkboard This serves
to show students that the teacher has the skill he is expecting of his
students. Wherever possible in the course, teacher demonstrations are
to be desired. This suggestion cannot be made too strongly.

Among the points to be demonstrated inciude numbering and
dating the notcbook, flipping the pages, and aaything clse the
teacher feels is essential at this time. Left-handed writers should
be shown how to writc so as not to smear their outlines.

e When demonstrating, demonstrate at the student”s desk.

Suggestions for Varying the Presentation of Theory

While there should be an established pattern in th2 teaching of
shorthand, there should also be. opportunitics for varying the instruc- -
tio: to provide for maximum interest to climinate student boredom.
Many good teachers succumb to routine procedures in the class
resulting in a quick case of diminishing returns from their students.
Monotony causes inattentiveness and inattentivcncss causes disin-
terest. Teachers should constantly reappraise class tcaching proce-
dures so as not to fall into this very ecasy trap.

Psychologists tell us that the span of decp concentration for the
average person_is approximately 3 seconds. Whatever the time may
be, it provides us with the justification for varying our teaching
.procedures. For example, theory can be presented from the chalk-
board and from the text. Students can examine longhand and convert
the words or sentences to shorthand-and conversely they can examine
~shorthand outlines and convert these outlines to longhand. In addi-
tion, students can be asked to examine a page in the text and to
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pick out words which have a particular word ending. It is amazing
how quickly students will respond if the proper incentives are pro-
vided, such as competition between rows. Of course, incentives
should be changed frequently and the teacher will need to be creative
in this regard so as to keep the class moving along so that class
time scems short.

. Master the blends.

As has already been stated, students best learn shorthand both by
reading it and writing it. Two more steps are needed to make the
. Icarning situation complete. These steps are: (1) previewed dictation
and -(2) unpreviewed dictation. Naturally, the dictation, whether or
not it is previewed, should follow the lesson of the day and should
support whatever theory was taught. Prebably theory is best taught
when it is disguised and little, if any, attention is given to the fact
that rules exist. To recapitulate, if the theory for the day is concerned
with emphasizing the shortened way for writing-“rd” and “Id”, the
dictation should include words that require students o write both
combinations — otherwise, the dictation is not serving the purpose for
which it is intcnded. Even in the advanced classes of shorthand,
dictation should always be given with a purpose rather than as an
unprepared afterthcught by the teacher. '

Oral reading on an individual and class basis also serves to vary
the theory lesson. The teacher- is cautioned not to call on the good
~shorthand students more than necessary. Some recognition is to be
given them, but the progress of students below the top level of the
class should also be considered.

With cxpcricnce, the effective teacher will devise many creative
ways of presendng shorthand to the class. ‘A head start in this direc-
tion may be obtained by examining any text on how to teach business
subjects, with particular attention to the teaching of shorthand.

Audio-Visual Aids o A

Dictation matter probably should 'be based on the lcsséns already
completed by the students. Therefore, for very early classes, it might
. be more advantageous for the.teacher to make his own rcco'rdings.'
There are several compznies which have- correlated shorthand texts -
with dictated matter. This dictation is on dists and tapes, and it
would be well for the teacher to become informed about such dictated |
matter. The advantages to be gained through the use of rccordmgs
are discussed in a monograph which states: ‘

Aruitoxt provided by Eic:
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When recorded dictation is used during the class period. the
teacher is free to watch the class at work, noting writing habits.
knowledge of outlines, quality of penmanship, and other details,
Her eyes can give tell-atténtion to class actions, rither than
divide the attention between the class and the dictation book.

Good classroom proctices in Ivu\me\\ education, Monograph 85. South-Western
Pub. Co. 19<? p. 34

¢ The teacher is the best visual aid.

In addition to recordings. filmstrips and films are alsg available to
enrich the first year of teaching shorthand. A list of these visual aids
appears on page’ 17. Once again, it must be stressed that the teachér
is the best visual aid. Although audio-visual aids arc available to the
teacher, they are intended to support rather than replace the teacher’'s
instruction. There is no justification for using audio-visual materials
if their only purpose is to “fill in" for the teacher.

"W hat the Shorthand Teacher Should U nderst(m,d

Shorthand is a challénging subject to teach. Moulton's suggestions
to beginning teachers of shorthand are worthy' of note both for the
beginner and the experienced teacher:

The experienced shorthand teacher realizes the values of the following:

Subject matter. Know it backwards and forwards so that students will
. have confidence in your teaching.

Human element. Remember, above all, that you are teaching students
shorthand. |

First day. Emphasize the importance of shorthand as a vocation.

Character building. Insist on proniptness with assignments, ncatness of
1, work, punctuality to class, good groommg, co-operativeness, initiative, ~
and good work habits.

Lesson plans. Have a daily lesson plan for a guide.
Blackboaid. Use it constantly . . . (for teacher’s use only)
Demonstration. Show your students what you expect them to do.

" Pretranscription. Make the students aware from the beginning of the
importance of transcription.

Dictation. (Class) . . . time is more proﬁtably spent . in building
speed. -

Homework. Insist that students read the context .material first (before
writing the aSSIgnment)

Moulton, P. M Begmnmg shorthand——ten suggestions. . American Business
Education, Vol. 12, pp. 241-3, May 1956

Aruitoxt provided by Eic:



¢ The teacher must recognize the pattern of the ex-
pert _uqd then be able to demons(rale that pattern.

Effective teachers arc always interested in keeping informed about
what the experts in their subject matter field are thinking in relation
to skill development. Leslic offers some noteworthy suggestions:

Good devices for teaching shorthand: /

I —

Explanation that shorthand is casier than longhand
Explanation that there are brief forms in longhand

Proportion of the strokes is more lmportant than beauty of the
outlines-

Direction of the strokes should be explained such as t-up and ish-
down in the case of Gregg shorthand or ray-up and ish-down in
Pitman shorthand

Concerted reading of connected matter in class ol’fers opportum-
ties for variety

Use of the fountain pen (from thc very begmmng of writing is
desirable)

Motivation—the best type . . . is a sKilled, enthusiastic shorthand

_ teacher

9.

10.
1.

Bad

Lll&}»ll\)—

Dt.tcrmining reading and writing speeds from print as a founda-
tion and guide for transcription rates

Increasing shorthand reading speed through rcpctmon, self-com-
pctltlon, ctc.

Trmnxng in correct homework proccdurcs

Overlooking the faults of the.slow learner praising him every
time he does something right

Arrangement of the chalkboard to facilitate recall drills using
good orderly arrangement on the board

Visibility of the chalkboard

¢ Skills should be automatized, not intellectualized.
devices: ’
Attempting to have shorthand read faster than print
Excessive reading back of dictated notes
Reading the notes of other student writers

Comprehension tests on the shorthand material read or written
Reading cold notes except under certain testing conditions -

Leslie, L. A. )_\Ielhods of teaching Gregg shortland. McGraw. 1953. pp. 254-
67 o i i !

—ERIC

Aruitoxt provided by Eic:

¢ Both the gifted and the slower students can
learn easier material more readily by the
“whole” method than by the “part” method.
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Additional Comments ’

On the subject of penmanship and writing:

'S

Leslie, L. A. Methods of teaching Grcgg shorthand. McGraw.
1953

three simple steps will result in the dcvclopment of a good
style of shorthand penmanship:

-A reading approach sufficient to give the learner wriﬁng readi-
ness. . .. 10,000 words is a rough approximation.

A long period of reading and copying well-written shorthand
to give the learner ample time to pdss through the stage of
initial diffuse movements.

Occasional brief practice periods. . . . The learner should be
shown the correct form without discussion. He should be al-
lowed to see the correct form in motion as it is written on the-
chalkboard by the teacher. He should copy and compare the
forms ... (149)

. to avoid the permanent loss of legibility (following dictation
for speed), the learner (should be given) an occasional oppor-
tunity (about every 4th or 5th dictation) to write at a speed that
is slow for that learner, with no responsibility except accuracy of

. outline. (173)

{For legibility in shorthand, the writer must observe the propor-
tions of all the characters, and especially for the large and small
circles. The writer must distinguish posltlvely between straight
lines and curves. (324)

The most effective teaching instrument knbwn to this writer for :

remedial pgnmanship work . . . is the' magnified outline [written
on the chaLkboard]'_(lSl) : :
Reynolds, L. “Evaluation in the skill building subjects,” in

American business education yearbook; Evaluation of pupil prog-
ress in business education by E. L. Popham,.editor. Vol. 17,

“Chapter 2, p. 28. New York Univ. Bookstore. 1960

The purpose {of evaluation at the elementary or introductory -
level] is to inform the learner and the teacher of the effectiveness
of the lcarning activities in which they have been engaged. .

Here are the beginnings of . . . self-evaluation and self~guidance

that . . . constitute the objective of evaiuation. /

-~ [For. example} -in shorthand learning, the learner may- copy

printed material in longhand that he comprehends. This is his -

,'standard rate of Jonghand writing when copying from intelligible

print. If, in”transcribing from shorthand plates, his longhand rate
falls sngmﬁcantly below this rate, it is evident to the learner and
to the teacher that there are difficulties in the shorthand that
have not previously come to light. The problem then becomes one

H




of discovering wherein the shorthand difficulty lies. The standard
has been ‘set by the student’s longhand rate in copying from a
longhand printed page. This is a standard understood by the
student, in terms of which he can measure his progress in learning

~to read shorthand. It must be apparent to the learner that until

On

he can read shorthand “with speed and comprehension as evi-
denced by his ability to transcribe shorthand into longhand at a
rate equal to his ability to transcribe from the printed page into
longhand, he is not likely to be able to transcribe dlcmtlon into
majlable typewritten form.

the stibject of reading:

Balsley, 1. W. “Shorthand,” in American business education year-
book; Evaluation of pupil progress in business education, by
E. L. Popham, editor. Vol. 17, Chapter 9, p. 189. New York
Univ. Bookstore. 1960 :

Reading from word lists in the textbook can be a fruitful method
for automatizing outlipes, if the translations are covered by the
hand or by a cards Reading sentences, paragraphs, or letters
from plate notes . . .. will help to build speed in recognizing

- sharthand outlines.

[\)

On

_and it is almost always bﬁi&;&: to avoid that separatio

\‘1

Leslie, L. A. Meihods of tcalching Grcgg shorthand. McGraw.
1953

The five adjectives “‘rapid,” “rcpetmvc random,” ‘“‘unaidcd,”
“concerted”. . . . Spelling and reading [are] ... .ential to
the success of functional teaching. (94)

The author’s experience has made him a strong advocate of a

reading approach of approximately 20 periods. At the cnd of that
time, wrmng 1s introduced. (168) _ /

o« LIS

. '/‘ S am—
the subject of homework and devices: (
Leslic, L. A.- Methods of teaching Grcgg shorthand. McGraw.

1953

Shorthand skill for:the stenographic lecarner is intended for use in
taking extemporaneous business dictation and tra

sible. The writing of isolated words, the taking of true-false short-

hand tests, the performance of penmanship drills, and]other de- ~
vices used to “separate the skill from the normal fungtion it is
intended. to serve” . . . should be avoided whenever

the functioning skill i orthand is the ability to
nected English. Therefore . . "\we might say that shorthdnd prac-
tice should be on conne('f?ed English rather than on isolated
words. (450)
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Zoubek, C. E. HomcworT(— qucr'ics, Business Teacher. Vol. 39,
p. 21, Nov. 1961

W’&ﬁ form should the Gregg homework assignment take? - . o

1.

!\)

During the reading apploach (suggested. for a mlmmum\ot
six lessons), the assignment would be, “Read the rcadmw
practice twice, referring to the student’s transcript each
tim¢ you cannot recad an outlinc after having spelled it.”

ter writing has been introduced, the assignment should
‘fe, “Read the reading and writing practice with the aid
£ the studcnt s transeript. Then make a shorthand copy
fit.

. one assignmcnt a day is to be completed.

, - N
On the subjdct of the chalkboard: T ¢ '

I

2

Leslie, L. A. Methods of tcaching Gregg shoithand. McGraw.
1953. p. 71

The chalkboard presentation of new theory . . . will save much .
time that may be used for dictation. ' B

The new theory may bz presented on the chalkboard, the Iearners
spclling and reading the outlines as the teacher points, but not
writing the words in the word lists then or at any other time in -
the classroom. This is the procedure {that} releasés the greaiest
amount of time for connccted matter dictation in the classroonr.

Bulsley, 1. W. “Shorthand,” in Amcrican bysiness education year-
book; Evaluation.of pupil progress in business. education, by
E. L. Popham, editor. Vol. 17 Chapter 9, p. 1~89 New Yorl\
Univ. Bookstorc. 1960

Chalkboard pns»nlanons have a kcy advantage of focusing class
attention on a 9pecmc point. . . . Reading word lists withnut
teacher participation after drill may reveal the extent of learming.
Such reading may be in unison, by rows, or by individual students.

Grubbs, R. L. Using the chalkboard Busmcss Education World’ .

Vol. 41, pp. 18-9, Sept. 1960
/.

2

L%

“

N

Always place the shorthand symbols at the top of the board
and the outlines using them underneath.

Stop writing for a spelling and pronouncing”dri'll after 6-8
“outlines. .

(
Spell the words aloud as you write them in shorthand on thé
board.

Press for frequent ‘and rapid coverage rather than slow and
careful coverage. .

In the first few periods, be the loudest speller and pronouncer.
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1953, p. 167

On

4
.

6." Make sure students watch you write the outlines.

7. Write your words four or ﬁve to a line rather than ina -

column.

the sub;ect of word lists:

v

Leslie, L. A. Methods of teaching Gregg shorthand. McGraw.

Although 75 to Q0 per cent of any given material is made up
of the same thousand words used over and over again . . . a
number of counts have ~demonstrated, that this list of the 1,000 -

. commonest words ref ‘esents only about one-sixth .of all the

On

" Washington: 6, D. C. 1959. p.

different words in"any given material.

the subject of testing:

Leslie, L. A. Methods of tewching Gregg horthand McGraw.
1953. p. 213

. .« the only test for the intermediate learner is tlmed ungraded
dlctatlon\Q be transcribed in longl]and

"~

the subject of spelling:

Leslie, L.- A. Methods of teachu]g regg shorthand. McGraw
1953. pp. 73-4

It is impossible to overemphasnzé the importance of havmg the’

class spell the shorthard outline for each word before pronouncing/
the word [in elementary shortharid classes]. The learner soon be-

.comes able to pronounce the WOrd without spelling the outlme

Ff)rkner I'i L: Errors cost too much! Dictaphone Educatlon
Forum. p. 7, April-May 1954/

. why not try the old- fashloned method of assigning 100 words

,a week to be studied at hon}e or outside of class, and on one

day each week, give a test on the list with néthing less than J 00
correctly spelled words as being acceptable? /
the subject bf individual diffarences: o “//
Forkner, H. L. “The otherlsnde of the desk in the shor’hand
class.” Part IV from How to teach business subjects. United Busi-
ness Education Association,| National Education Assocnatlon

134

. The teacher takes into account the progress each student; makes

toward acquiring an employab{e skill in determmmg th e grades
students will, receive. y
60 ' ,:
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the subject 'u‘! rudles: A
Leslie, L. A. Mecthods of teaching 'Grcgg shorthand. McGraw. -
1953. pp. 114-22

Language arts like shorthand arc more efficiently learned by
unverbalized generalizations {in which no conscious thought is

given to rules].

Research has shown that the writers who know the rules make
more theoretical crrors wnder stress of dictation than do func-

\ tionally trained pupils who don't know the rules but who have

automatized their writing habits. These findings are supported by
the findings of studies proving that ability to spell the same words
correctly in lists does not necessarily imply ubility to spell the

. same words correctly in free composition.

On

.the subject of first-semester dictation: f

Grubbs, R. L. Strategy for second semester shorthand. Business
Education World. Vol, 41, p. 25, Jan. 1961 ‘

Virtually all of your dictation during the first semester. should be
taken from lessons practiced us part of the previous night's
homework. With an open-book policy in effect during the first
semester, your students have a key to your dictation right at their
finger tips and they will not be forced to flounder or grope for an

~outline. This is very desirable. :

Start wecaning your students - from_ their book about midway

- through the first semester; or perhaps a little later.

"+ all:such dictation.

Begin limited ncw{matter dictation during the last month of the
first semester. Keep-the dictation speed well within their range.
Do only a little every” day. Note: Provide a liberal preview for

Grubbs, R. L. Understandiﬁg your shorthand teaching tools.

" Business' Education World. Vol. 41, p. 18, Dec. 1960

There ate scveral reasons why it is wisc to mark the shorthand
plates of your [text] with the standard word count. With it, you
may dictate dircctly from the shorthand plates; you won’t need
the transcript . . . and you may easily time the reading of your
students and instantly compute their reading rates. . . . Because
ti’e outlines are fresh in your mind, students are less likely to
“floor” you when they ask for an outline.or a phrasé. By dictating
from the shorthand, you can dictate in sympathy with the com-
mon phrasc combinations that you want your students to auto-
matize. :

Balsley, I. W. “'Shorthand,” in American business education year-
book; Evaluation of pupil progress in business education, by
E. L' Popham, editor. Vol. 17, Chapter 9, pp. 189-90. New York
Univ. Bookstore. 1960
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The recording of dictation of familiar material is the students’
first big step toward their ultimate goal {to take dictation and
transcribe the notes into mailable copy] because it introduces

them to “continuity™ material. Although the initial dictation will

last only a few sceonds . . . gradually, the length of dictation is
increased.

“Leslie, L. A, Mcthods of teaching Gregg shorthand. McGraw.

1953

The first writing should be done from dictation: At first,
the dictation in class should be based on the current homework.
Any material to be dictated should be read by the learner from

-the shorthand plate immediately before the dictation. It should

then be dictated several times, at gradually increasing speeds.
Most of the dictation in clementary shorthand should force speed,

-regardless of the control of the writing. (68)

On

On

O

RIC

Dictation should be introduced by the use of practiced matter,
without pressure for speed, accuracy, or legibility. From the
beginning all dictation should be repetitive. (169)

In an unco-operative class it might be necessary to read back
three or four dictations in the pcrlod to keep the icarners working
properly. (190)

the subject of previews:

Travis, D. L. lmprovement of instruction in business education
at the secondary school level. National Business Education Quar-
terly. Vol. 10, p. 33, Summer 1960

Through the use of the preview, the skill duvclopment phases ‘of
typewriting, shorthand, and transcription have changed from more
repeated testing to purposeful practice. . . . The students first
practice on words which may give difficulty. They may select
these . . . or they may use those suggested by the teacher or the
textbook. '

the subject of pretranscription: .

Leslic. L. A. Methods of tcachmg Gregg shorlnand McGraw.
1953. p. 231

Observing a hundred comma-in-serics constructions on the samc
day will have very little learning value compared with observing
a hundred comma-in-serics constructions at the rate of one a day
for a hundred days.

Policics Commission for Business and Economic Education. This
we believe about business education in the high school. United
Business Education Association, National Education Assocnatton
sthmgton 6, D.C.

.:.7\’
o
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This bouoklet was enclosed in Busincss Education Forum, May
1uel,

Proficicney in English is essential to the dgvdopmcnt of voca-
tional skills in transcription.

3. Sister M. Therese, O.S.F. “Levels and competencies in shorthand,”
in American business cducation yearbook; Curriculum patterns
in business education, by John L. Rowe, editor. Vol. 13, Chapter
7. pp. 73-4. New York Univ. Bookstore. 1956

A sort of basic training for formal transcription is what business
cducators term pretranscription. It aims at the following specific
skills in . . . shorthand:

Eac /1\ student:
Should be able 10 tuke sustained dictation on new
material from 3 to 5 minutes at 60 to 80 wpm.

Should be able to take notes which are readable and
of correet proportion.

3. Should be able to center and estimate the correct
length of letters from shorthand plates.

4. Should be able to handle and assemble dictation
material cfficiently,

5. Should be uable to read shorthand fluently and in
thought phrascs. ‘

6. Should be able to read shorthand for meaning.

|39

On the subject of teacher activity:

1. Leslie, L. A Methods of Icachm;, Gregg shorthand. MeGraw.
1953, p. 48

As many . . . minutes as possible should be spent in-dictation
after the Complmon of a proper rcading approach. The next
most' profitable use of the time is drill on the new shorthand
learning or on necessary recall. The least profitable way to spend
-any of that time is in talking about shorthand — or about any-
thing else for that matter.

Forkner, H. L. "The other side of the desk in the shorthand
_class.” Part 1V from How to teach business subjects. United -
Business Education Association, National Education Association,
Washington 6, D.C. 1959. p. 134

The teacher moves about the room while dlctatmg and while the
students are transcribing or as they do individual study, so as
to observe the progress and abilities of each studént.

Each minute of the class perixd is utilized for the development
1nf skills,- underqmndms", and related lcarmngs

ERIC e
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3. Zcubek, Charles E. No questions, please! Business Teacher. Vol. ‘
38, p: 25, Sept.-Oct. 1961 - -
We should keep in mirtd that a student’s skill will grow only when
he is doing onc of two things — rcading shorthand or writing
shorthand. Discussing shorthand adds nothing to his skill.

4. Strony, M. S. Beginning shorthand — ten suggestions. American
Business Education. Vol. 12, pp. 242-3, May 1956

To develop skill and lay the groundwork for typewritten tran-

scription, the following procedures are recommended:
a. Use casy material for speed building. ’

Preview all the dictation for speed building.

Adovcate that {students} keep writing — writing by sounds.

Each day, force their spcud but not-so fast that they become
frustrated.

e. After forcing the speed, {have] students write for control
so that their notes {do] not stay shattered.

f. Concentrate on many short {speed]} takes (2 minute, 1

minute to 2 minutes) instcad of many 5 minute takes.

[Do not attempt] to change students’ writing habits. Let

them write the way they normally write so long as propor-

tion and fluency arc maintained.

h. Lay the ground for typewritten transcription by introducing
oral transcription rather early in the course (about the
sixth week of the first semester).

i. Give meaning to outside practice' by reading from last
pight’s, last week’s, or occasionally from last month’s notes.

j. Keep students rclaxed by challenge and cheeriness, com-
mendaticn and enthusiasm, and . . . drill,

F-f’.o'

s

On the subject of the psychology of skill development (as it ‘applies to
shorthand): :

1. Leslie, L. A. Methods of teaching Gregg shormand McGraw.
1953. pp. 417-23
1. Skills arc best lcarncd under the most favorable conditions.

2. Skill is best developed in intensive bursts of nervous energy:
of perhaps 30 to 90 seconds.

3. Skill should never be forcnd or strained untll after it is well
established.

. 4. Skillis not a fixed or static state.
~~=>5. Repetition is not the cause of learning.

6. Language arts like Enghsh shorthand, and transcribing are
best developed by extensnve rather than by intensive prac-
tice.




7. Easy practice ‘material develops speed more effectively than
difficult practice material.
8.. Skill develops most cffectively under practice conditions.
9. Consciousness of or conscious dircction of the mechanical
- details of the skill impair or inhibit the skill.

10. Perfect relaxation is neeessiary for the most cffective skill
development.

I1. A proper teaching treatment of th initial diffusc movements
or irradiation will greatly shorten the period of skill Jearning.

12, The skill learncr is training his mind rather than his hand.

13. The expert docs not make rapidly the movements that the
beginner -makes slowly.

14. Any desired achicvement on the part of the pupil must be
the result of a planned teaching proccdurc on the part of
the teacher.

15. A tcaching procedure that is helptul in one stage of skill
learning may be uscless or even harmful in another stage.

16. The obvious path to skill is not always the correct path.

17. Skill is best learned in the largest feasible wholes and sub-
wholes. N

18. The arca of the skill incrcasus with the i'ntcnsity of the skill.

19. Related acquired habits and mtormduon should be utilized
in order to start action as though on famNjar ground.

20. The learning process procceds best when the learner has
knowledge of his status and progress.

2. Nolan, C. A. & Hayden, C. K. Principles and problems in business
education; 2d cd. South-Western Pub. Co. 1958. pp. 420-2'

a. Meaningful drill is essential to skill devclopment.
b. Practice must give satisfaction.
c. Skill is developed through short, intensive cfforts.

d. Platcaus of learning may be reduced through careful analysns
of student difficulties.
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SHORTHAND 2

| 7 |
Time Requirements and Rég%tf Credit

Shorthand 2 classes are requiréd to meet-a minimum of four or
five periods a week for two semesters for one unit of Regents credit.
There should be an equal amount of preparation time, outside the
classroom. The ideal situation is to have shorthand 2 and transcription
taught in consecutive periods on a double-period basis in the same
room and under one teagher.

Who Should Contiie With Shorthand 2?

With the recommendation of the shorthand [ tcacher, students
who successfully complete shorthund 1 and have the potentiality to
reach an employable skill should continue with shorthand 2. There
is apt to be a noticeable decrease in enrollment in shorthand 2
compared to shorthand . This may be due to student changc in
vocational objective, lack of student achievgmcnt, inflexible’ téachcr
standards, or for a variety of other reasons. The shorthand 2 teacher
has the responsibility of obtaining sound recommendations, evalua-

“tions of student progress, and other suggestions from the shorthand
1 teacher. The shorthand 2 teacher also has the responsibility of obtain-
ing this information and other suggestions from the shorthand |
teacher. A further responsibility of the teacher of advanced shorthand
is to report back to the shorthand | teacher the progress being made
by ‘his former students now enrolled in second-year shorthand. The
shorthand teachers should also consult with the English and type-
writing- teachers, department head, guidance counselor, parents,
and the student when considering whether or not the student should
study second-year shorthand. With such a communications system
existing, greater assurance is given that a careful selection of students .
for shorthand 2 will be made and student fallures in advanced short-
hand should decrease. ) ) ; _ 4

o Only the able should elect shorthand 2.

Aims

The aims of the first-year course should.be continued and gradually .
upgraded. to increase the proficiency level of all students. Whereas
-in shorthand 1, the major emphasis was on developing an extensive
shorthand vocabulary based on a ‘firm foundation of how to write .
correct outlmes, shorthand 2 has a differcnt major goal. This goal

ERIC
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is built on the foundations developed in elementary shorthand. The

" goal for shorthand 2 is to prepare a shorthand writer to use his skill
in producing mailable transcripts from his own notes. These tran-
scripts are to be of the type generally found in the typical business
office.

Specific aims in shorthand 2 are:
1. To increase reading ability of shorthand notes

2. To develop a greater ‘and more fluent system in writing
from dictation

3. To increase the shorthand vocubulary

4. To develop accuracy in recording verbatim dictation

5. To be able to take sustuined dictation ,

6. To be able to record office-style dictation and to make all
corrections indicated

7. To combinc the shorthand skill with a general knowledge

of business practice to quality the studcnt to become an
efficient stenographic worker.

‘e The mast important single objective of shorthand
learning for the prospective stenographer is the
ability to construct rapidly a legible shorthand
outline for any word in the English language.

It would be advisable for the shorthand teacher who wishes to be )
an effective instructor to know what the literature says about the ~
aims of shorthand. _ ,

. the pufposc [of shorthand 2] is to build a shorthand
" vocabulary, to develop. speed in taking dictation, to develop
accuracy in taking dictation, to develop short cuts, and to take

sustained dictation with ordinary corrcctlons and other inter-
ruptions simulating office conditions.

dec ILF & Brmkmnn, A. R, Gmdume in /mumn ((/H(all(m 3d (.d Soulh-
Wcslern Pub. Co. 1961 p. 61

The objectives which should be pursucd by a student in advanccd
shorthand arc commented upon by Leslie who says:
’ . One of his objectives is speed in writing shorthand from
dictation.

His other objective is the production of mailable transcripts .
at a Lomnurcmily acceptable spccd ’

Lésllc. L. A. Methods of teaching Gregg shorthand. McGraw. 1953; p. 214

With the objectives for the year identified, it is worthwhile to
develop short-term semcster goals.

ERIC s
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THIRD-SEMESTER GOALS
* Spend very little time on minor theory points.

Theory

Writing correct shorthand outlings at all times is, of course, a
centinuous  objective throughout- the entire shorthand  sequence.
Although it is important for students to know theory, they should
not be 30 aware of shorthand theory rules that it impedes their speed.
On this point, Leslic states:

“rule-consciousness™ is a definite hindrance to the pupil
who is endeavoring to develop speed in shorthand. '

Lesliu, A Mellunt'\ o/ mulum; Cr('uu \hml/mml Mg(mm (952 p {62

Rapid Reading

Some instructional time should be spent to get students to read
shorthand as fast as they possibly can. Although rapid reading is

~ desired, it is also important for students to read shorthand with

meaning so that they can relate the contents of the material.

3

Writing
Good writing habits are essential for producing mailable tran-
scripts. Leslic recognizes the importance of writing for he states:

The shorthand learner has succeeded in {carning shorthand
when he can write rapidly and accurately from dictation and
read rapidly and accurately from his shorthand notes taken
from rapid dictation. This . . . excludes skill in spelling, punc-
tuation, and.other conventions of written English required for
successful typcwrittcn transcription. They are another story.

Lcshc L. A Mc/hmls of !cu( hing G/('ge slun!lmml I\k(;mw l95~3. p. 78

In shorthand 2, the students will be taking dictafion at varying
specds depending upon their individual achievements. Although a
minimum dictation goal should be set for the entire class, provisions
should also be made for the fast writers to whom the minimum goals
represent no challenge.

* Writing from dictation is be-
gun as soon as writing is begun.
O

RIC 69

Aruitoxt provided by Eic:



Aruitoxt provided by Eic:

Transcription » ‘

At the end of the third semester, students should be expected to
produce a mailable transcript at a minimum dictation rate of 60
words a minute, preferably 80 words a minute. Many teachers would
hopE to take their students beyond minimum standards and proceed
as fast as abilities allow.

Work H ubf ts

It is a mistake to overlook the importance of good work habits for

-the sake of concentrating on skill development. Without proper habits
and attitudes, an cmployee has little chance for success on the job.

Business surveys are giving greater recognition to nonshorthind cssen-
‘tials needed by stenographers. In response to a question asked of
cmployers in a particular study, certain habits, attitudes, and traits
were mentioned in their order of rank:
Question: What personal traits do most employers request?
Answer:  Grooming, dependability, intelligence, ability to get
o along with people, adaptability, promptness, attitude,
interest in the job. . . .
The persons reporting on the study went on to state that “In this
day of rapid technological advancement, it becomes contingent upon :
the teacher to recognize and accept the challenge of stressing groom-
ing, dependability, and the ability to follow through on assigned
tasks promptly and cheerfully.”

Gryder, R. & Boggs. L. J. Shorthand and typewriting skills required in busi-

ness. Business Education Forum. Vol. 15. pp. 35-6, Nov. 1960

e As shorthand feachers, we can at least see to it
that students know those -attitudes that are con-
sidered desirable and those that are considered
undesirable by discriminating men and women.

O
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FOURTH-SEMESTER GOALS

The final semester of shorthand instruction is intended to help
provide additional. vocational preparation for cach of the students.
Although many students will continue thzir secretarial education with
a formal course in secretarial practice, for some students, advanced
shorthand may be the culminating activity. '

For the teacher, the specitic objectivé is to teach what has to be
l'lug,‘llt, in order to get cach student to as high u vocational readiness
as possible. For the students, the objective is to demand only the

- best effort from himself and to strive for self-improvement knowing

that the final semester of shorthand concludes all format sccondary
preparation 'for a stenographic vocation unless they elect secretarial
practice. It ‘behooves both the teacher and the student, thercfore, to
“do their very best in this final push tor shorthand skill development.

Although the teacher ‘continues to develop shorthuand theory, c¢n-
courages rapid reading, stresses shorthund outlines of good quality,
and builds other shorthand skills, the main goal in the fourth semester
is centered on transcription preparedness. This can best be devéloped
by providing as much time as possiblc ta the writing of shorthand
from various types of dictation, with some cmphasis on transcribing
some of the shorthand notes. :

In order to dcvelop sustained writing powu at 80 wpm, it iy’
necessary to build within cach student a cushion or rescrve of speed,
Then when the writcr encounters difficultics in taking. some of the.
dictation, he has cnough speed left to catch up, cven though he may
have tallen behind while writing a difficult outline. -

¢ The major part of the shorthand course is de-

voted to building shorthand spced through pro-
gression from one learning standard to the next.

Since the fourth scmester Regents examination is dictated at 80
words a minute, the students should be able to lr;msi:ribc,v:lt i satis-
factory rate, unpreviewed new matter that has been dictated at a
minimum of 90-100 words a2 minute for 5 continuous minutes or
longer. Certainly, it is the responsibility for the shorthand teuacher
during the coursc to dictate at speeds beyond the minimum when it is
LVldLnl that the minimum is too low.

The Rggcnts cxamination dictation speed scems to be justitied

Q o :
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parncularly when one considers that one of the biggest cmploycn
of stenographic workers is the Federal govcrnmcnt

The United States Civil Service Commission uscs a dictation
speed of 80 word'- o minutc on its test for stenographers.

Y;Jolan C A &~Hl1ydm C I\ an-rplz-s and pmhh-nn n bumu N8 ulmumm
2d ed. South-Western Pub (o 1958 PP 140 241,

Regents Examination.

Tt content for the shorthand 2 and transcription cxamination
in recc.t years has consisted of six business letters including addresses,
salutatioris, and complimentary closings. The letters, cach about 120
standard words in length, are dictated at the rate of 80 words a
minute and have a syllabic intensity of 1.47-1.55. The student is
allowed 10 minutes to examine his shorthand notes and to select four
of the letters for transcription. Tvpewritten transeripts are to be made
in 80 minutes, and shorthand notes must accompany the transeripts.

e Tests in shorthand should measure
the students’ ability to use shorthand
to record and tr\nnscnhe dictation.

The combination shorthand, typcwrmng, ‘and transcnpnon exami-
. nation in recent years has consisted of’ four business letters (similar
to those described above) dictated at the rate of 80 words a minute.
Three of the letters are transcribed and each Iciter has a value of 25
credits. A carbon copy (valuc 3 credits) and an cavelope (value 2
credits) are prepared for one of the letters transcribed. No credit is
given for an envelope which represcnts a seeond attempt. The student
is allowed 7 minutes to examine his shorthr -d notes and to sclect
three letters to be transcribed. Although in the past Part 11 of the
examination has consisted of .. tabulation problem haying a valuc
of 20 credits, students should be prepared to demonstrate competency:
" on several different kinds of typing problems commonly considcred
to be performed by stenographers as part of their typlqg duties. No
cradit is given for a copy that represents the third attempt to com-
plete this part of the examination. One hundred minutes are allowed
to complcte thc entire cxamination.

Examination Aids

- Students may use a dictionary or other spelling aid and an erascr
or other correction. aids while transeribing their notes. Each student

O - ' . § :
B ‘ ' ) 72
s
. o ' ' /



f ’
A <

is furnished a printed shect listing the inside addresses and any
unustial words ceatained in the dictation. Transcripts arc marked on
a mailable letter basis. Credit depends on the accuracy of the tran- /
wcript, as 'well as the general appearance of the letters. For additional
information. consult the latest edition of the brochure cq-titlcd
Suggestions on the Conducting of Examinations and the Rating of
Regents Examination Pupers in Business Subjegs.
¢ Schools ma"y" use the fests ag'a meau:s
of. certifying that their stulents have - s
attained certain definite - stdndards.
LD

Pre-Examiuatior Activity

It is suggested that/before dictating the letters included in the - -
examihation, a short practie- letter be dictated to the students s a ’
warming-up cxercise and thaj the students practice writing in short- .
hand the unusual words .agd names appearing on the printed sheet

distributed to them.
[

. / A
“it is also suggested that the teacher place a sign on the outside of
the classroom doors stating that a Regents examination is in process .
and requesting - that.no one enter until the sign. is removed. In ,
addition, the hall proctors should not come in prematurely to relieve -
“the teachers. Posting signs will reduce interruptions and' distractions
which may interfere with the orderly progress of the examination.

Posting Signs

Loan Packets . / Sy
Loan packets are available from the Burcau of Business and Dis-
tributive Education upon request. The packets contain actual Regents
examination papers in all business subjects. Except for the. fact that
the name of the student and the name of tite school are deleted, the
~ ecxamination is intact and unaltered in cvery other respect. It would
" be helpful for any tecacher, a new instructor particularly, to avail
himself of this material and observe how Regents cxaminations are
corrected. o

) ¢ Stundards of ac/him:ement may’ be
. - . used for three different purposes: @
e guidance, grading, and placement., :
O ‘ . /
ERIC&s 73

Aruitoxt provided by Eic:



“3pmIE AJsEj0YIs ‘Nssaulsnq (p) puv
tpueypioys Sunum toy swad ;o asn (g)
"m..o_.s.m Miom ., padeys Ajjeronouny
(7) ‘SHPq pue spicdar Supje) sauyy

-ew jo dnoid paxyy (J) :34138qQ
-ssoxdoxd [enpicpul o) Suspiodde
5 m.u..o—..EM\o;wm_w.Suo.. 13doad I)nquysip
. . =-0F 12Yd¥3) 10} _SEI. J}. SIEW- UOHE)S-
G40M [EULIOJW paudisap Ajjeuondunyg

.

<
- * - \,
. . eipe B
H.Hue X
$0I¥ 391440 @,
. p
—_— . 3 N kl

Aruitoxt provided by Eic:

E



Standards

“Over-All Standards

Shorthand, unlike some other subjects, has standards which vacil-
late according to certain conditions. Each business community is
distinctive from cvery other business community in some particular
way. Furthermore, these differences result in a certain lack of uni-
formity on office standards as standards vary considerably from firm
to firm. Therefore, it is extremely difficult to identify ‘shorthand
standards which should be followed by all teachers. It ts the responsi-

; bility ‘of every shorthand teacher to identify the stenographic nceds
of the local business community and then to develop a shorthand
program of instruction designed to meet these business needs. This

. point was cxpressed by the Pnhucs Commlsslon in a booklet which
stated:

‘ Community job standards should be met by the student as a
° prerequisite to graduation from a vocational bu%mcss education
" program. :

Policics Commission for Business and Economic Education. This we helicie
about business education in the high school. United Business Education Asso-
ciatipn, National Education Association. Washington 6, D. C. Thl\ booklet was
LHLIOSCd in Business de ation Iurum May 1961

Certainly, shorthdnd tmchcrs are anxious to prepare thcxr studcnts

to meet minimum standards required for employment. The question
“What arc those standards?” Etier has this to say:

To mect the minimum standards of employability, the ,JUpll

writes at the rate of 80 words a minute for 5 minates on unfami-

v “liar material. He is able to transcribe at least four average-length .

letters (approximately 150 words), with one carbon copy, per

. hour. He has had ample practlcc to do the typing of materials

/\/ most frequently dictated .

N "It is recommended that thc program include instruction. in -
dictarion material simtlar to and. patterned -after the type of
dictat. -t that the stcnouraphcr is likcly to reccive in an office.

Etier. F. Fi\uv._ltenogr.\phlc curriculum pattern,” in American basiness educa-

tion yearbook: Curriculinn patterns in business education, by John L. Rowe,
Ldnor Vol 13, (‘huplu }(o p. 94, NLW York Umv Bnnks'om )956

¢ For mosl beunmng posmons, 80 words

a.minute dictation ability is ample, pro-

.vided the student has learned to take

/ : dictation as it is actually given on the
job—with hesitations, corrections, ad-

justments, interludes, asides, and inter-

ruptions for answering the tel¢phone.

/Elc" s
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Speed Standards

On the subject of spu.d smnddrds Forkner stated.during an.
address in Phoenix:
Teaching shorthand up to 120 (wpm) is a ritual. Since busi-

ness_does not require that much speed, teachers should change
their thinking about certain goals of uchic-vcmcnt.

Gryder. R & Boggs, L. J. Shorthdnd ahd Ly"pﬂeys;;t_.tvrﬁg;;k:ll; r;?cidlrcd by B—dbl-
ness. Bu\uu'\'\' l:ducall(m Farum. Yol. 15, pp. 356, N()l/

. . v S
Transeription Standards - !
Tonne would prefer that the emphasis on advanced shorthand be
placed on the number of letters transcribed rather than on thc ability
to take dictation at high speeds:

In the ficld of shorthand, wheio most attempts at -standardi-
zation_have taken place, businessmen ouvviously do not dictate
at a uniform rate of words a minute. Yet both teachers and
businessmen still insist on rating dccompllshmcnt on this bazis
All the evidence seems to indicate that this is an 1mpossnbk
job standard. The far more satisfactory procedure is to indicate
the number of letters written durmg, an hour or afday which are
considered mailable. ' \

lunne H A l’rmup[m uf /msmew ecluuuum 3d cd MLGrdW 196} p. 164

o It is important to know
how muany letters a student
can transcribe in ¢n hovr.

Tonne goes on to say:

. there is no serious objection to setting shorthand standards
in terms of words per minute with 90 or.95 per cent degree-
of-accuracy transcription rate while students arc learning. . . .
It 2 years of tim¢ is devoted to learning shorthand in the sec-
ondary school, then the first major goal of the shorthand teacher
should be the attainment of a minimum speed of 80 words a
minute and the ability to transcribe that work-at approximately
25 words a minute, assuming reasonably simple types of dictation.

. the New York State Regents Examinations. are. about

~as effective and object! ¢ a measurs ‘as possible; after 2 years
of shorthand instruction the students are required to be able
to take dictation at 80 words a minute and transcribe thes¢ brief
letters into mailable form . . . the rate of failure on these Regents
cxaminations is quite hlgh The practical, everyday cvidence is
that in most other states the standards of actual achicvement

Q
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arc lower, rather than higher, than those attained in New York
State. .

- Tonne, H. A. Principles of bmmeu.s education; 3d ed. McGraw 1961. p. 166

The important thing for shorthand teachers to rem:mberis that
although minimum standardy of stenographic skills are <identified,
there is no limit as to the ypper limits of shorthand skill towards
which a teacher and his students may strive.

* Students should work si-a speed just be; \‘
low that at which confusions begin to
.appear and just above that which is char- *
acterized by labored, detailed movements.

Developing Shorthand Speed

A caution must be stafed at the outsct of this discussion and that
is simply this: Although taking shorthand at high rates of speed is
desirable, other important areas of shprthand skill developmem
should not be sacrificed for the sake of speed building. On the other
hand, speed building constitutes an important part of a stenographer’s
vocational compctency and rightly belongs in advanced shorthand
classes. The problem thcn becomes one of balance. Certainly, speed
building should be emphasized, but it should not take up-mor:z time
than it is worth.- _

It is the responsibiiity of the shorthand teacher to decide just how
much time Hould be given to shorthand speed development.

Consider the following comm=nts of teachers considered to be
authoritics in the {icld of shorthand, as they discuss speed building:
. the three major fallacies to be avoided in approaching

the problem of the development of shorthand speed . . . are:

(1) that the learner cannot write rapidly because his hand is
slow, (2) that_ shorthand speed. has relation to the knowledge

of the verbalized rules of the shorthand systems, (3} that speed

depends on the learning of innumerable short cuts for words
and phrasm 3

‘é - v

l.cslic.l A \f(ll'rml\ u/ mulmu: (:rvqt,' \Imrlhuml McGraw l-9‘-H p. 160

This speed building rec hmqm’ is described in a business educmioh
nmonograph:

To develop skill in tuking dictation ut a qomuwhat mcrezmd :
speed for a sustained period:

1. Dictate familiar or new raterial at a comfortable rate for a
period that can be sustained by most of the class.
Q .
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Increase the speed for several successive spurts of a minute
or. two, until the whole take is well practiced.

. ¥ .
3. Drop back to a rate higher than the initial ;ate and dictate
‘ the whole piece of material.

4. Rearrange the context of the material, using many of the
same words and phrases. Dictate the same amount of
" material, in this rcarranged form, and at the same rate as in
step 3. (The material for this step should be prepared when
the lesson is planned.} When the students are able to take
the rearranged materials, they show cvidence of mastery
of the vocabulary involved.

e It’s the mind and not the hand that is slow. )

(‘um/ classroom pm( tices in business educ umm Mono;,r.lph 85. South-Western
Pub. Co. 1953, p. 37

- S

« <«

Strony sugyests a method of developing shorthand speed:

1. Usc casy dictation material.

2. Preview all speed dictation.

If it is not, then the take is a test and not a speed- bmldmg
activity.

3. Be sure they keep writing. - ‘
(if) moat students stop writing at the top speed before
you inush the take, their faiiure may be due to many
reasons:

The dictation may be just too fast,
The material may be too difficult.
Youg accuracy requirement may be too high,
Your voice may not be understood. '

4. Concentrate on brief takes.
If the goal of a class is to pass a S-minute take. at 80
wam, students can do it more casily and more surely if
their speed is up ta 120 wam for V2 or | minute.

Ly e Practice time must be broken into short drills.

: i Do them over and over again. .
Dictating four letters once cach will not build 9pced
dictating onc letter four times' will.

6. Drop back for control. .
When writing for control, one doc. not write as fast as
he can; instead, he writes only as fast as he must.
The notes written during dictation for control should be
in the best’ shorthand style. of which one is capable, The
Q outlines are never drawn — they must be fluent. Suppose
ERIC o
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you were following the typical speed- bunldmg pattern of
60-75-90-75 on | minute takes; students should not write
their notes on the final 75 as fast as they had to on the
90 — if they do, something is wrong; they do not under-
stand what “writing for control” is. On the final drop-back
writing, the students should be able to stay with the
dictation and write rather accurate notes -- notes that can
be read quickly and casily.

-

7. Get endurance from speed.

It is very casy to take dictation almost mdchmtely at 80 or
90 wam if onc is capable of 120 or 130 wam for short

periods, or to write long stretches at. 100 if one can spurt

to 140-or-150 wam.- - - - .-

8. Leave writing habits alone.

9.

So long as proportion and fluency are m'unt'.uned the

- student will progress in building shorthand speed.
Get mailability from speed.

The goal of shorthand instruction is double, students
must lcarn to-take dictation at a fair rate of speed and to
transcribe it mailably 2t a reasonable rate.

Tests or takes for mailable :ranscription should. be dic-
tated well below the top speed of the writer. If your
students can pass the 100 wam test with 95 per cent
-accuracy, they'lly have no trouble turning out fine work
dictated to them at 80 or 90 wam. On the other hand,
‘f you hold their practice takes at 80, they will not build
the cssential speed reserve that eres accuracy and reada-
bility to the notes.

10. Keep the students relaxed.

..//"

By challenge and ~hceriness, by commendation and cn-
thusiasm, by the right amount of drill given in the right
way, by assuring, the satisfaction of success to stuclents,
the tcacher can keep a class avidly at work wnhout build-
ing a tense atmosphere.
The rteachers must, especially, avoid things t/mt cause
tension, such as: !
Failing to preview the dictation material
Using material that .is.too hard
Forgetting to repeat takes at higher speeds
Using dictation that takes too long
Fuiling to force speed on short takes
Failing to “drop back™ for controlled writing
Trying to measure two things in one dictation take
Pegging accuracy standards too high (for speed)
Trying to clrange a student’s writing habits
Dictating too fast for too many students .
Dictating without Lnunuatmg, clcarly '

Strony ‘M. S. Here's how to hmld shorthand s} speed BIHIH('\\ l:c/ll((lll(m World,
Vol 35.pp. 212, Ocl 1954

EMC
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» Speed is built upon writing and
rewriting words and phrases which
- exist well formed -in the mind.

Leslie am{ Zoubek suggest that the teacher use three different
dictation speeds: -
-1. Top speed for speed devclopment purposcs and this should

always be higher than any learner can write easily — forcing
of shorthand speed.

2. Slower spced for dictation for mmlablc transcripts. It is
essential that each learner get a good set of shorthand notes.

3. Still slower for office-style dictation. The student needs time
to make corrections and changes indicated.

Leslie, L. A. & Zoubek, C. E. Teacher's handbook for Gregg transcription
simplified. 2d ed. McGraw. p. 14

¢ The outline correctly tran-
sceibed is correctly written.

Providing for Individual Differences in Dictation Speed

The ideal situation is to group the students according to dictation
ability. As students increase in their ability to take dictation at higher
rates of speed, they join new dictation groups or they may be assigned -

_to the shorthand laboratory to receive special dictation material from
tapes, belts, records, or other types of recorders. ;

Most of the dictation should be geared to the majority of the class.
It is suggested that at some time in every dictation practice period,

" ‘everyone should be able to record the material. Conversely, there
should also be an opportunity for definite speed forcing at which time
no .tudent is able to keep up with the dictator,

Encourage students to practice outside of the regular dnctatnon
class by suggesting that they borrow dictation material from the school

‘lending library for home practice; that they listen to a news com-

. mentator on the radio and/or television and record as much as they
can; that they record conversations at home; and that they usc
shoithand as much as powole in order to expand their shorthand
vecabulary.

O ffice-Style Dictation
This is the ultimate goal in dictation. Unfortunately, it is not
O “ys understood by the teacher, particularly the teacher who
ERIC | , 1 '
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dictates office-style dictation to the class by reading it from printed
matter. This s most undesirable and unrealistic. Leslie states;

Perhaps the best way [of providing office-style dictation] is
ihrotgh the work-cxpericnee program.

Fast writers are almost invariably characterized by their pos-
session of the twin qualitics of ambition and industry.

The next best method . . . is to invitc businessmen to u)mc
_into the classroom and du.mtc to the class the answers to some
of their day’s mail. ‘

The least satisfactory method . . | is the imitation by the
teacher of otligc-stylc dictation.

lesht, l. \ Mz//uu/\ n/ /m(/un" (:/u:z: \/uu//mn(l ML( rm I9ﬂ pp |7'}-2;

Travis discusses the need fer realism in oﬂ';cc-sty]c dlctzmon:

Even in shorthand there are possibilities for realism. The

s dictation the beginming stenographer receives in an office s

generally quite different from the carcfully-timed letters he has
taken in the classroom. Therefore, in the final stages of short--
hand and transcription development, office-style dictation is
being used more and more. This dictation includes corrections,
substitutions, and interpolated directions typical of the dictation
given by. most office dictators. In transcription, the student is
cxpgctud to make the necessary changes. to follow the direc-
tions, and to correct any errors or dl‘sCerdnClLb he finds in the
dictation.

Imvns D. l lmpxovemcm of msmlmon in busmcss eduunon at the seuond

ary

school level. Nu/mlml Business Education Quarterly, Vot. 28, p. 31,

Summcr I%()

-

Tonnu discusses [hL kmd of dlcmtion given by businessmen:

" Most stenography teachers have had no experience as cor-
respondents. Consequently, they devote all -their attention to
formalized, timed dictation. This is wrong because dictdtors
cannot and will not give their dictation on a timed basis. While
they are thinking through their dictation they may wait for a
ininute or two and then give dictanon at the rate of 120 or
more words a minute. Gcmmlly they give dictation at an aver-
“age rate of 60 words @ minute. They hesitate; they correct
themselves and expect their stenographers to be able to> help
them make the transition back to the dictated material. Unless
students learn to take dictation under such conditions, they have
failed to- make an adequate adaptation to the job envitonment .

Basic, of course, H the ability to transcribe dictation lnto'
mailable letters at redisonable production rates,

Tonm, H AV PI.IIHI[?,('\ uf l-u\mm\ uhnu/nm id cd McGraw 196] p. 3|5

O
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¢ Dictate sympatheiically.

Tonne goes on to describ- the length of office dictation:

An analysis of the office dictation of 72 diferent businessmen
{indicates that] . . . the average dictetion. period is at least 1C
or 11 minutes. In that time the dictator will give four or five
-consecutive letters — the "average letter taking 1.66 minutes for
dictation. : :

Tonne, H. A. &Ao'u.f's. Methods of teaching business subjects; McGraw. 1957
pp. 140-1 ) oo ’

~ The need for dictating material that needs editorial attention is
discussed by Forkner who states:

1 have learned that the man who dictates is so engrossed in
what he is saying that he oftcn does not recognize that the
English construction is not correct, and that 1 embarrass him
if I do not make corrections as I transcribe. I would suggest
‘that shorthand teachers make it a practice to dictate letters that
c. ‘ain English errors so that the students get in the habit of
«..pecting errors and thus learn how to correct them.

Forkner, H. L. "Mr. Smith and his secretary.” Dictaphone Edicational Forum.
p. 9, Dec. 1953 ’

Forkner goes on to say:

I have . . . learned that [the stenogrepher] must concentrate
not only on correct shorthand outlies but prereading at the
same time. [ have learned that every time {the dictator} pauses
to collect his thoughts, [the stenographer] must [take this
opportunity]} to [read] . . . notes, [insert] punctuation, and
[get] the thought or the letter. '

Forizner, H. L. “Mr. Smith. and his secretary.” Dictaphone Educational Forum.
p. 9, Dec. 1953 UL .

. Businessmen".‘_ dictate at many rates of speed
which, seemingly, are dependent on rate of
thinking and ‘on ability to phrase thoughts.

~ Office-style dictation includes more than letters. On this point,
Reynolds remarks: »

In shorthand, a series of whole class periods of dictation,
followéd by typewritcr transcription may be used as the inte-
grating experie..~e. Such dictation would be of office style; may
be given by different voices at different periods; would involve
letters, interoffice memoranda, bulletins, press releases, and
so on . . : ~ -

Reynolds, H. L. “Evaluation in the skill building subjects,” in American bnsi-
ness education yearbook; Evaluation of pupjl progress in business education,
by E.' L. Popham, editor. Vo!. 17, Chapter 2, p. 38. New York Univ. Book-
sgore. 1960 ‘ : ;| I
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Specific Teaching Suggestions

One of the thrills teachers feel in short':and classes is visible proof
of student accomplishment. This oftentimes shows itself in oral
reading, success in recording a fast take,. mailable letters, quality
shorthand. outlines, and in many other ways. What teacher hasn't at
some time felt @ surge of pride in doing a good job of instruction?
To help create this fgcling as much as possible, suggestions are set

forth in this unit describing effective teaching procedures so that

i

student success and teuacher accomplishment are present in erery

class period of instruction. - )
o The successful teacher of shiorthand is

cver on the alert to make changes in
his teaching procedures in an effort to
achieve a higher degree of proficiency.

Shorthund teachers will want to:

i.  Review this syllabus and teaching manual and refer to it
often. ' ’ ' :

N

Locate sources for dictation speed practice material such as
magazines, books, carbon copics of businessmen’s corres-
pondence, actual business letters, and otler authentic medi-
ums commonly found in business.

[ES]

3. Avoid usinz the text-as a major source for classroom
dictation. The teacher’s manual for Gregg writers contains
correlated material and is suggested as a source of reference
by Leslic. : ’ '

4. Appoint student committees who will keep bulletin boards
. fresh, attractive, and up to date.

5. Have students insert orally all punctuation and the reason
for 1t, plus any additional transcription helps in reading
back all shorthand notes whether taken from the textbook,
homework, or ncw-matter - dictation. This does not mean
that all notes are read orally in class.

6. Give students practice in “word-carrying capacity.” Have
' students listen to several words beforé they start to record
them. Increase the number of words they listen to pro-
gressively. ' _ A
7. Use incentive and award programs. Sceveral are available
through textbook publishing companics, or they may. be
f sponsored by ycur local school. o -

8. Give the students a duplizated outline of what you expect
from them and what they may expect from you. Goals
should be realistic, progressive, and within the range of. the
students. This information should be distributed to the

O
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class on the first day of the term and should be filed by

cvery student in some place where he can have immediate

access to it.

Organize a business education advisory committec com-

poscd of one or two representatives from the school, such

as the shorthand and the typewriting teacher and several

prominent local businessmen and women. The active exis-

tence of such a committee increases the school's oppor-

tunitics for: , ;
® ficld trips to local offices :
* closc liaison between business and education ‘

talks by businessmer and women to students

panel discussions '

practice job interviews

visits by students to business officcs on an individual®
student basis and for at least onc-half day

Be alert for opportunitics to provide work expericii ¢ for

the shorthand students, such as by co-operating with the

school administration on some of its routine correspondence

needs during rush scasons. Although paid work experience

is always desirable, there are occasions when unpaid ex-

perience has value. /

o In spite of the best course of study in the
world, the correct grade placement, ard best
teaching methods, the teacher is stifl the
most important factor in the learning process.

Suggested Supplies

Ideally, the shorthand room, which is also the transcription rooin,
should have a storage cabinet where supplies may be kept. These
supplies may include the following:

O
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Paper — Typewriter ribbons
letterheads : Type cleaner
bond . - -«.—- Cleaning cioths
onionskin /" Cleaning brushes
carbon copy Rubber bands

*Shorthand notebooks Wall charts
(two per student) - Tapes

*Whecl and brush type craser - Records and indication
and/or other correction mediums ~ slips

Duplicating supplies — . Discs

paper and master scts . *Ink

Correction fluid *Pen

*Erasing shiel! and guard - *Pencils

Dictionaries , Stencils

Reference manuals o Mimecograph paper

*(Brought to class daily by students)
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Teaching Aids

The good shorthand room has a laboratory atmosphere. This
atmosphere is created when the followmg items arc present and m'1dc
- as full use of as the instruction permits:

Ch alkbo‘nrd

* Bulletin board (anc /or ﬂ.mncl board) .

Films and film«‘rips

Projectors: -overhead, opaque, tachistoscope, lantern, motion
pictuye ' ' ‘

Projector screen

Window-shade charts

Flash cards for bricf forms, phrdsc,, ete.

Tupe, -record, and/or disc recorder

Achievement charts

Interval timer

Stop watch

Jacks for plugging in a listening device in order to hear a belt,

disc, record, or tape of dlctatlon for the purpose of rccordmg, .

that -dictation.

¢ Ample sl‘oragé space should be
available in tho shorthand room.

Assignm ents'

The dan]y outside assignment should be equal to a 'single class
period. Strony recommends students use two notebooks, one in which

class

dlctauion is recorded and the other for homework. Rather than .
collecting and reading the entire home lesson - assignment of each

student, a sampling of current assignments -is made. As suggested
elsewhere in this syllabus (see page 51), homework assignments
should be duplicated and distributed early in the course.

fomework

Pmctlcc at homc is a v1tal part of any course. /Abel states:

homework [should] take thé form of drills, on punctua-

,tlon,, spcllmg, capitalization, word meanings, (such as ‘sight,

site, .cite), points of typing style, and proofreadmg . On the
day following each assignment, correct the exercises in  class and

then collect them., If homecwork lessons are p2§ted-; mo class -

time need be takcn for making assignments. =

|

Abel.

R. S The teachmg of trdnscrlptmmerwmz Bu\mcss Education. Vol.

12, p. 245iMay 1956

[MC
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1t is also important for the teacher to give recognition to homework
assignments that.have been well done so as to encourage other
students to excit greater effort and also to let the class know that the
teacher is lovking at the papers.
. S%udcnis must know not only what
is to be done; they must awo un-
derstand how it is to be done.

Additional Comments

On the subject of aims:
Balsley, 1. W. “Shorthand,” in Anwrican business education
yearbook; Evaluation of pupil progress in business education,
by E. L. Popham, cditor. Vol. [7, Chapter 9, p. 192. New York
Univ. Bookstore. 1960

Skills and knowledges to be developed on the appllcation luvd
in shorthand inciude:

Bunldmg bpu.d in taking familiar dictation
Building speed in taking unfamiliar dictation
Explaining the shorthand vocabulary '
Prcpﬁrinu for machine transcription (typewriter)

. Review of rules of punctuation, use of figures, eapi-

talization, word division, and Erdmnmttcul construc-
tion

b. Pructice in proofreading

oW

On the subject of individual differences:

Felter, E. K. Helpii.g the slow learner. American Busmuss Edu.
cation. Vol. 10, p. 235, May 1954

. In order .0 improve the dictation speed of those who have
trouble getting the words down fast enough, | find the following
sugpestions to pupils for outside practice helpful:

a. Set a definite time for improving the speed with Whl(.h
you take your shorthand notes :

b. Turn to the copper plates you intend to pr1ct10° .
reading them aloud before 2 mirror until thcrc isn't a
single bit of stumbling or hesitation

c. Write the letter or article in a smooth flowing shorthand
as you rcad it aloud as rapidly as you can

d. Read your own shorthand notes aloud
e. Redictate this letter or article’ to yourself just as fast
as you can say it aloud and write at the same time

o f. Keep a diary of this outside practice ‘,
ERIC Com
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On the subject of testing:

Leslic, L. A. & Zoubek, C. E. Teacher’s handbook for Gragg
advanced dictation simplificd. McGraw. 1954

Testing for shorthand speed should be on dictations of new
matter, w1lhout prLVlLW for 2, 3, or 5 minutes. The shorter
dictations cost less time and are cqually valid for giving a
measurement of progress. The grade should be based only on
the transcript; there should be no consideration of theoretical
accuracy.

It is suggested that the teacher will find many advantages in
the continued use of longhand transeripts for these speed tests,
reserving the typewgitten transcript for the mailable transcrip-
tion work.

Rowe, I. L. The art of testing. Business Education World. Vol.
40, p. 28, Jan. 1960

All tests shculd contain the cicment of speed and should be
timad, | A varicty of tests should be [used], . The end
result of all testing in shorthand is the mailable lrunscripl.

Shorthand spelling and- rcading tests promotc better study
habits, insure honesty in homework preparation, and develop
the mastery of shorthand theory through the mental activation
of shorthand outlines. [Tests may be of the following types]

e Shorthand spelling test :

* Daily test of reading ability from shorthand plates

* Individual reading of shorthand notes from homework
copicd material

* Accuracy reading of shorthand plate material

. ALculmcy reading of shorthand homework copicd ma-
teria

* Spelling and propouncing of outlines written on the
chalkboard by the teacher

On the subject of standards:

Lesne L. A. Methods of teaching Grq,g shorthand. McGraw.’
1953. p. 212

. it is possible neither to set definite standards of stenographic
LOITlpClCﬂCL nor to sct definite standards for passing school
gradu

On the subject of teacher activity:

O
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yearbook; Evaluation of pupil progress in business education,
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by E. L. Popham, editor. Vol. 17, Chapter 9, p. 192. New York
Univ. Bookstore. 1960

At the application: level, the techniques and devices used at
the clementary level can be utilized .. . in developing skill. They
include: blackboarl) preseatations, reading from plate notes,
taking dictation of familiar material, taking dictation of new
material. . . . Additional teaching and evaluative techniques are -
appropriate to this intermediate level and include . . . ¢expanding
the shorthand vocabulary; building skill in taking short takes at
high speeds; building skills in taking “sustained” dictation; and
reviewing related skills and knowledges as a preview of tran-

scription.
Leslie, L. A. Methods of teaching Gregg shorthand. McGraw.
1953. pp. 63-4
- What are the possible profitable activities in the shorghand
. classroom? :

a. Concerted spelling, reading, and copying from the
teacher’s blackbcard outlines

b. Individual spelling and reading of outlines from the
blackboard

¢. Individual reading of connected matter from the Manual |
[a Gregg shorthand text]

d. Individual reading from bricf forms, charts, or similar
material from the Manual

c. The taking of dictation by tl ¢ learners
f. Individual reading back of dictation

g. Brief discussion of new theory learning {for beginning-
‘classes] '

h. Generalization drills
i. Shorthand penmanship practice

On the subjetii of reading:

Lamb, M. K. Your first year of tcaching shorthand and tran-
scription; South-Western Pub. Co. 1950. p. 83

In. advanced shorthand, the student’s rate of rcading familiar
shorthand plates_should closely approach the rate of reading
regular printed nfitter. Any student with normal ability to get
thought from printed matter . . . should be able to read familiar
shorthand plates meaningfully at 200 words a minute (minimum
rate of 150 words a minute).and she should be required to do so.

On the subject of skill 4developmefnt:

’Balslcy, I W. "‘Shorthand,’_i" in American business education
yearbook; Evaluation of pupil progre:s in business education,

g9
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by E. L. Popham, editor. Vol. 17, Chapter 9, p. 206. New York
Univ. Bookstore. 1960 ‘
Skills and knowledges to be developed on the integration level
in shorthand include:
a. Fusing skills in taking dictation,.typing, and applying
rules of English usage into transcription ability
b. Further building of skill in taking dictation

c. Developing work habits, attitudes, and traits necessary
in- the business oftice

On the subject of marginal reminders:

O

Travis, D. L. Improvement of instruction in business education
at the secondary school level. National Business Education
Quarterly. Vol. 28, p. 34, Summer 1960

In the [Greggl shorthand textbooks, marginal reminders arc
provided to direct the students’ attention to ¢ommon points
of punctuation and words often misspelled. The mere presence
of these reminders in the textbook does not assure that the
average student will study them. He should thereforc be ex-
pected to use them in his daily recitation. At first it may seem
a bit awkward during oral transcription to read in the names of
the punctuation marks with one or two words of explanation,
but this quickly becomes an automatic procedure for the stu-
dents when they are reading shorthand.

Dempsey, A. V. “Teaching” instead of “Timing” in transcrip-

tion. Part IV from How to teach business subjects. United

Business Association, National Education Association, Washing-
ton 6, D.C. 1959. p. 171 N -

The marginal reminders given in the shorthand textbooks have
helped greatly in reducing the number of transcription errors
due to faulty punctuation.

Grubbs, R. L. Strategy for second scmester shorthand. Business
Educatiorn World. Vol. 41, pp. 26-7, Jan. 1961

Training toward the use of appropriate punctuation is another
second semester activity that you will want to begin in the
first semester. Have your students begin to copy punctuation
marks into their homework notes when they appear in the
{Gregg} text. Explain that they should glance quickly to the
margin to determine the reason for the punctuation mark they
are encircling.

Make lists by chapters of the words that are found in the red
marginal notes. Some of the marginal notes are clues to short-
hand phrases and possessives . . .

f
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On the subject of sources for dictation:

Leslie, L. A. Mcthods of teaching Gregg shorthand. McGraw.
1953. p. 170

. There is the monthly scries of tests in the Bmmen Teacher
[as a source for dictation material}
Most teachers find it profitable to ask local businessmen for
carbon copies of their correspondence.

On the subject of dictation:

O
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Hardaway, M. & Maier, T, B. Tests and measurements in -busi-

“ness cducation; 2d ed. South-Western Pub, Co. 1952. p. 157

As a rule of thumb . . . when half the class begins to make less
than 5 per cent word recognition errors at one dictation level
the class should be advanced to the next higher dictation level.
Leslie, L. A. Mcthods of tecaching Gregg shorthand. McGraw
1953. pp. 171-7.

Dictation for speed development should be given repetitively
at constantly increasing speeds. Dictation for mailable tran-
scripts should be given only once, with the understanding that
the learner has only the one chance to get it. . .
Oftice-style dictation at the end of the stenographic training
course is one of theoldest and ‘most helpful devices in the

shorthand teacher's list of procedures. The one dunger inher-

ent in the use of office-style dictation is that of giving too
much too soon.

To be specitic — two or three letters a week in the last 2 or
3 months of the stenographic course seem. to be about the
maximum that can be justified.

Good CLISS[‘OOD] practices in business education, Monog,mph'
85. South- Western Pub. Co. 1953, pp. 34-8

By giving the students an opportumt) to take dictation tmm
businessmen in the community, interest is stimulated and ‘the
need for reserve speed to take speed spurts which occur in
office dictation is shown.

Help give that feeling of success in all of your subjects . . . by
letting them record grades on 1, 2. 3, and 4-minute takes when
a full 5-minute dictation has been given. When they first start
taking dictation for long periods, many will not be able to get

-good grades on the trans«.rlpt ot the whole dictation but may

be able to get a good minute or two, If grades on short sec-
tions are rceorded. students have a comfortable feeling they
would not have were only the 5-minute grades recorded. They
can scc progiuss (<o can the teacher) when they can get a 95
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on a minute-longer dictation, and so are not dlstourdgud by the
fatlure to pass tlu entire S-ninute take.

Forkner, H. L. “The other side of the desk in the shorthand
class.” Part V from How to teach business subjects. United
Business Education Association, National Education Associa-
tion, Washington 6, D. C. 1959. p. 138

He [the teacher] often “dictates sentences that contain errors
~in grammar and asks the students to point them out and to
- ¢aplain why they arc errors. He dictates letters that contain

amounts, In one placc in the letter, he uses an amount and

later in the same letter he refers to that amount again but in-
tentionally mixes the number to sce if the students are alert to
catch the error and raisc a question about it.

Balsley, I. W. “Shorthand,” in Amcrican business cducation
vearbook: Evaluation of pupil progress in business education,
by E. L. Popham, cditor. Vol. 17, Chapter 9, pp. 210-11. New
York Univ. Bookstore. 1960

Additions, dcletions, revisions will need to be included in the
problems faced by the students; practice in trahscribing wnth
multiple carbon copies will also have to be provided.

0n the subject of new-matter dictation:

Balsley, I. W. “Shorthand,” in Amcrican business educatlon
. yearbook; Evaluation of pupil progress in business education,
by E. L. Popham, editor. Vol. 17, Chapter 9, p. 190. New
York Univ. Bookstore. 1960

The taking of ncw-material dictation is the second big step
toward the end goal. At the elemcntary level, new material
must be sclected carefully and . . . heavy previewing is a
“must.”

Leslie, L. A. Methods. of teaching Gregg shorthand. McGraw
1953, pp. 169-70

. new-matter dictation should not bc given until after the
completion of the theory. . . . The learner should not be com-
pelled, should not be pcrmmcd to take it . . . to put the inatter

“another way — the learner is not prepared to begin new-matter
dictation until hc can write practiced matter at the rate of 80
to 100 words a minute on 60-sccond repetitive dictations.

At alf times new-matter dictation for speced development pur-

poses should be easy material — short, casy sentences composed
of short, casy words.

ERIC 72
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A thorough previcw should be placed on the chalkboard and
rcad rapidly and repetitively by the class as the tcacher points
to the outlines.

On the subject of speed dictation:

Pendcry., J. A. “Business standards and performance: Levels
and competencies.” in American business education yeuarbook;
Curriculum patterns in business cducation, by John L. Rowe,
cditor. Vol. 13, Chapter 3, p. 34, New York Umv Bookstore.
1956

[Helen Green's inquiry into dictation practices] . . .. found that
a person with a top shorthand recording speed at [80 words a
minute] could take dictation.from only 40 per cent of the dic-
tators, A spced of 100 words a minute is suflicient for 75 per
cent, and 120 words a mmuu is sufficient for 95 per cent {of
the dictutors.}

-Strony, M. When you teach Gregg simplified. Busmcss Tcacht.r
Vol. 31, pp. 13-4, March 1954

If the puru.nmgcs of students who get cach take are like this —

60 wam ' .. ...t ... 098pcrccnt
75 wam e 65 per cent
90 wam ... . coviiioiee oo 30 per cent
75 wam (control) . ... . .. . 100 per cent”

7 — you can be fairly certain that you are on the right road and
dictating at approprmtc specds. If, on thc other hand, the
percentages asc —

60 wam TR ... 70 per cent
75wam . . . ... . . 30pcrcent
90 wam S "o Opercent
75 wam (control) S - 80 percent

— you arc dictating too fast. Conversely, if your dictation is not
fast enough, the percentages may look something likc this —

60 wam U . 100 per cent
75 wam , : 95 per cent
90 wum . : . 80 per cent
75 wam (control) .. 100 per cent

Leslie, L. AL & Zoubcek, C. S. Teacher's hdmlbook for Grege ddvan(.cd
dictation simplificd. McGraw. 1950 ’

Assumeé that o class js able to writc a first rcadmg of a [-minute
dictation at about 60 words a minute. The proccduro would bc
about as follows: ) ,

a. Place on the chalkboard the preview (about 10 outlincs)
for the first 100 words of the dictation, taking not more
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" than 60 to 90 scconds to put the preview on the chalk-
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a.

board and to have a quick reading drill. These previews
are read as the teacher points quickly at random; they

“are not written by the learner.
. Dictate the first 60 words in | minute. Ask the learners

who got the dictation to raise their hands after each
dictation. Whenever more than onc-half of the learners
raise their hands, the picee may be dictated about 10
words a minute faster, :
Take 10 to 15 seconds to have the learners reread the
preview quickly from the chalkboard. If any learner
wishes additional outlines, add them to the preview at
this time.

Dictate in the minute 75 words — that is, the 60 words
previously dictated and an additional 15 words. Ask how
many got it. -Have the materiul read back — although
generally” not ‘more than one dictation in 10 should be

_read back.
. Have the learners read the preview again from the chalk-

board in 10 to 15 scconds.

. Redictate the material, this time 90 words in the minute

Ask how many got it.

. Reread the preview in 10 to 15 seconds and redictate the

matcrial, this time 100 words in the minute. Not all 1],
learners may get this fourth dictation, but urge them to
keep on and write as much of it as they can get con-
sceutively. They are not to drop a few words and then
resunie writing, . .

. Redictate the first 80 words in 1 minute, - 'th the instruc-

tions to the learners, *This will be only 80 words a
minute. 1t will seem very slow. Write the very best
shorthand you possibly can; you will have plenty of
time to make good outlines.™

. Repeat steps 1-8 for the next 100 words of the dictation,
-Dicte at 90-100 words @ minute the two takes just

zonipleted.

. Repeat steps 1-8 for the next 100 words and again Yor

the following 100 words.

. Finally, redictate the entire 400 words at about 80

words 2 minute; the exact speed will vary with the class
and with the difficulty of the matter.

ic exact details are unimportant. The important feature is
that each dictation be short (30 to 60 seconds) and that each
dictation be faster than the previous one. It is also important
that the teacher announce _the speed of each dictation.
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TRANSCRIPTION

: /
Time Requirements and Regents Credit

Transcription classes are required to meet a minimum of four or
“five periods a week for two semesters for one-half unit of Regents
credit. Since transcription is taught as a laboratory class, no outside
‘preparation is neccessary. (See Introduction, page 8 for possible
arrangements of the transcription course.) '

~ Students who pass the shorthand 2 and transcription Regents
examination are granted two and onc-half umts of credit; onc for
shorthand 1, onc for shorthand 2, and oné-half for transcription.

~ In recording final marks, schools. usually assign the same grade for
both shorthand 2 and transcription.

The transcription course usually is scheduled for the same year in
which the student studies shorthand 2; however, this should not be -
construed to mean that no pen-written transcript should be included

~in the last semester of shorthand 1. Transcription should be assigned
to the typewriting or sccretarial practice laboratory- 'md scheduled
consecutively with shorthand 2-if possible.

Definitions
The tarm transcription’ as_used in this syllabus and teaching hand-
book mcans the process of writing correct transcripts —

a. by the beginning student with pen or :
b. by the advanced student with the typewriter

from shorthand notes — and simultancously the ‘student must get the
thoughts of the dictator; spell, punctuate, and capitalize correctly;
check grammatical correctricss; ‘md proofread. This must all be done
within a minimum of time.

The term transcription as used in this syllabus and teaching hand-
book should not be confused with the term machine transcription
which is a course of instruction on voice-writing cquipment. (Sce
the machine transcription. syllabus.) '

‘e Transcription involves the fu-
sion of many different skills.

Classroom Location and Equipment |

“The -shorthand 2 classes should meet in the same room for tran-
scription ‘instructiod. This is the ideal situation. Where such an ar-. -

El{lC ‘ | - 95
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‘rangement is not possible, the next best location would be for the
transcription room to be located neur the shorthand classroom.
Lamb states: . '
The ‘transcription laboratory should be a spacious room that ”

is well lighted, well ventilated, and clean . . . have at least one
uproa:d for supplics and onc electric outlet . . . wash basins

. ZldjuS[dblt, tables and chairs which ore sturdy and stationary .

and free.of “webbing”, . Plenty of aisle space . . . with no
more than two rows of students between aisles . . . demonstration
stand in front of the room or a demonsiration desk and chair

two or threc secretarial desks in which stationcry and sup-
pllLs are arranged neatly . . . four-drawer file cabinet containing
folders for the work of cach student, reference books, cabinet
for cleaning cqutpnunt

dmb M. M Your flr\{ vear uf r='u( lum: \hmrham{ and /run\um!mn \outh-
Wu.lern Pub. Co. 1950. p. 128

Aimes .
o Transcription is the ultimate goal of
the work of a secretary or stenoprapher.

General

The teacher should emphasize to students that shorthand and type-
writing skills<dre but @ means to an-end, and that end is trandcription.
The major goal of the transcription course is the devclopment of
skill in transcribing at the typewriter from shorthand notes a mailable
transeript, accurately and speedily prepared. The entire transcription
course is designed to meet this objective. In fact, if at all pdssible,
students should overrcach this objective by going huyond‘mmlmum '
transcription gouals. Employment opportunitics are increased, and
success on the job is assured that employee who can demonstrdte that
she can not only transcribe mailable letters from shorthand notes;
but that she can transcribe: attractive, crror-frec mailable letters, on
the first attempt and in the shortest iime possible. With stich a chal--
lenging goal in view, teachers and students will nced to make cvery
minutc of class time productive. :

“The ultimate goal (transcription) for the typicat student is usual_i_}f._ .
rcached at about the end of 2 ycars in-the typical high school. For
the typical ‘business student majoring in the vocational stenographic
curriculum, the sclection of secretarial practice following the com-
pletion of transcription provides a capstone of additional transcrip-

" tion skills and sccretarial procedurcs. This is ‘the recommendced
pattern. -
o : : ' '
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While it is imperative that the teacher seldom swerve from the all-

important aim of devéloping student ability to typc mailablc -tran-

. scripts, there are many other aims which -contribute to the major

goal of the transcription course. Fhis iy accomplishec " the
following important specific objectives: ‘

To improve spelling
a. To ingrease the basic spelling vocabulary developed in short-
hand "1 “and shorthand 2

b. To develop the students’ ability to recognize words with w‘nch -
they are likely to uncounter difficultics and so stress the use f
of the dictionary.

¢ Become familiar with the .spelling test
available free from NOMA (Na-
tional Office Management Association).

Chandler offers a "suggcst-ion’for improving spelling:

. usually, 1 find that students tend to concentrate theit
misspelling on a few words. When this is true, | ask them to
list the words on a card that can be l\cpt in sxght for rctcrencb
during transcription.

Cﬂh;r;(.ll-e?“D Lﬂ;{:-l-pmg thc slow Ic.:rm.r M/.-{_/-m'/-uun Business Education. Vol.
10, pp. 237-8, Md) 1954 ;

Leslic concurs with Chdndlcrs suggcstlon

By keeping not more than his 20 most- mmpcllcd words
consplcuously on display next to his typewr.ter as he transcribes,
cach learner will-be abic in a matter of 2 or 3 seconds to verify .
the spelling .

Leslie, L. A. Methods of teuching transcription. McGraw. 1949, p. 17~

To stress the use of the dictionary and/or h‘ihdbooksgto «verify
mechanics such as expressing numbers; rules for dlvmon of
- words, dates, names; types of punctuation - . :
To increasc training in proper punctuation: (phrases in a series;’
positive- negative statements; use of "dash in parcnthetlcal ex- -
pressions; enumerations) :
The need for punctuation training is pointed out by Slstch Thcrese
who states: » - ;
Work toward grammatical pcrfcctlon Teach how to’ punctuatc

scntences that ceatain phrascs in a’serics; teach spelling, word
usage, hyphenatici, nimbers, and syllablcatlon

Sister- M. Therese. Succcss in tramnscription—what's in a goal? (ullmlu Bummr o
Education Reucn Vol. 12 p. 56, Nov. 1960 e-

u_.-." o - é,is
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s Students should he encour-
aged to uwse dictionaries,

vo develop further, an adequate knowledge of Epglish funda-
mentals (run-on sentences, compound adjectives, pdmlld ad-
jectives, possessives, verbal nouns, and lntrodudory pdrllClpldl
phiases)

Although. reading back notes is importaiit, the real problem in
developing skill in preparing maifabie transeript lies in the command
a student has in the use of tie Em.hsh tunguage. On this point Tonne
remarks:

Failure in transcription ability is caused as much by poor
understanding of English usage as by inability to read the short-
hand notes. Unless the student can transeribe a letter that is
mailuble, it is, for job purposes, unsatisfactory. Ability to read
back dictated material does not assure ability 1o set up a mailable ’
letter. . . . Increased knowledge of English cssentials is, there-
fore, sometimes cven more important than the further dcvclop-
ment of ability to take dictation.

Tonne, H. A, Prmuplm u/ bmmuu mlumnmx 'Kd cd Mc(ndw l§6lp -3“l0‘

To develop the nu:cssary sl\llls for corrcctmg tmnscripts (eras-
ing and the use of chalk and other correcting mediums such
as tapes and fluids; squeezing and spreading letters in a givén
spuace on the typewritten page) Y

Leslie discusses the subject of erasing: - _ A

Zoubek has suggested’ the advisabilitv of erasing only the
original copy, permitting the correction 1+ sppear as a strikcover
on the carbon or carbons. There is much to be said for this -
plan in the business office; in school work undoubtedly it will
be better to insist on neat, crasures in the curb()n copic‘

l,cslic L. A, Methods of muhlne !I'(IIH(N{;II(NI McGr.m l‘)49 p. I-H

To stress proofreading while.the transcript is snll in the nmchlnc
and to check against shorthand notes to be surc that nothing ha¥
been omitted (The teacher must not accept scanning a letter but
insist on the student rurcadmg the transcript as if for thu first
time.) .
» Erase lhe error on the original ’
copy first, Beégin with an or-
, dinary pencil eraser and finish
with a wheel-and-hrush type

ink eraser, Erase, don't scruh, X

To improve the students ability to read shorthand notes spu.dlly
and accurately

" To increase typewriter operating lcchmqucx to m.hncvc an unin-

O
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To develop the skill necessary to place short, medium, and
long fetters from shorthand notes properly on the typcwriting
paper so as to achicve an attractive phccmcm

To develop a transcription rate for ¢ach pupil of two- thirds of
his straight typing raie with a minimum transcription rate of
15 to 20 words a minute

While the above rate indicates only miinimum transcription ratcs,
teachers are urged to work toward higher standards such as those
indicated by Thompson: :

. The transcription speed should approximatz two “thirds
of the typewriting speed from straight copy. If a stenographer
can type 60 words a minute, the ¢runscribing speed should be
40 words a minnte.

']’hbmpson J.oM. ]numng bcltcfv;}i!uc workers Balun‘t; S-}I;—(I_—{;(:l 30, ;) 8—
Sept. 1948

Another duthomtatwe source. states:

As a result of figuring average transcription rates for some

years. ‘the writer has come to thé conclusion that a good cran-

" seriptio rate for advanced students is 20 to 30 words a minute.

This rate is for a onc-half period and includes the making of

two carbon copies of cach Jetter transcribed — with corrections
and cnvelopes.

PLuL l. ]mnsunpnon f‘mmrs and procudurcs Business Education Forum,
Vo| 19, Oct, 1953

To stress correct hdndlm“ ot carbon, mvdopc%, and other
supplics nceded

To develop the ability to follow rcasonable directions

To emphasize good work habits such as a dated notebook,
numbered letters: rubber bands or large puper clips to mark the
place, cleaning the typewriter periodically, and so forth

“Theimportance-of-constant-and thorough training and ‘cmphasis on
the above aims in the transcription course is discussed by Bafstey——-—

Businessmen are quite critical of new employees who have
not acquired the habit of ussummg responsibility for the mail-
ability of their letters and of staying with a job until it is donc
right. Accuracy is more important ‘thdn speed. Just practice
alone does not insure, improvement in a skill; right practice
directed toward u \pvuﬂc goal yiclds the desired results. The
developraent of certain work habits and attitudes are as “vital
in the transcription training program as.- thl. development of
tmn%cnbm«Y skill itself, . . -

+ 1

B.xlslu l W Shorlh‘m( » in f\mLm an buuncas cdug.mon ycarhook, I:\rlllm-
tion of pupil progress in business education, by E. L. Popham, editor. Vol. 17,
Ch.)ph.r 9 pp 209-10, New Ym,k Uaiv. Bookslorc 1960

>
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* Drills must be provided during the
transcription period, when necessary, to
improve hLasic techniques in typewrit-
ing, knowledge of English, and so on.

Balsley diseusses the aims of a shorthand and transcription pro-
gram: ) .

The ultimate goal of training in sho thand is the ability to
to take dictation and transcribe the. notes into mailable copy
in the office situation. (Incidental, but nonetheless important,
is the developmeat of the proper work habits, attitudes, and -
character traits.)

This ability is composed of a fusion of many scparate skills
and knowledges. involving at least the following:

correcting errors
following dircctions

* notctaking of the dictated message
e typing from shorthand symbols
e dividing words at ends of lincs
. '1rrang|n5 copy in proper form (letter, report, memo, ctc.)
- & using dictionary and/or handbooks
* making special notations
® checking grammatical correctness
® checking accuracy ‘of figures, names, addresses
® checking scnse of the message
® spelling B
® addressing cnvulopus
® making carbon copics
® punctuating
® capitalizing
® expressing numbers’
) - ® proofrcading
e
e
e

dl\l>ey I, W. Shorthand in Anmru,an busmess LdllLdllOn ymrhook Eu/luu-
tion of pupil progress in business education. by E, L. Popham, editor. Vol. 17
Chapter 9. P 187 New York Univ. Bookstorc 1960

e Correct transcription lechnique is
made up primarily of correct short-
hand-reading techniques applied to
notes legibly written according to
rule, correct typing techniques, and
consistently accurate application of
‘the rules of English composilio'n.

While it is agreed that many of th¢ above objectives have been
initiated in the typewriting and the shorthand courses, there is a
dcﬁmtc nced to develop them . further in the nanscrlptlon course.
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It is fucther suggested that the stenographic aludent strive to
pursuc the Regents progriun in English.

The teacher, in achieving the objectives of the course, should not
.overlook a flimited amount of student work on memorandums, office-
style dictation, and transcription from ‘‘cold notes.”

Buisley recognizes the need for work on developmq ability to'
transcribe from cold notes:

Transcribing from *‘cold” notes is- an essential part of the

advanced training program. . . . In transcribing from “cold”
notes, making sense is a skill that will be developed.

Balsley, I. W, “Shorthand.” in American business education yearbook Evalua-
tion of pupil progress in business education. Vol. 17, Chapter 9, p. 211. New
York Univ. Bookstore. 1960

¢ What people fea- is the legibility of
their outlines when reading from “cold”
notes and not just the fact that they are
reading notes taken sometime previously.

- Mailability

While there are many different opinions as to what constitutes a -
mailable letter, several definitions should be carefully noted. A cap-
sule look at a mailability definition developed by the Burcau of
Business and Distributive Education reads as follows:

A mailable letter is one that could be signed and mailed by

a carcful and competent business correspondent without being
rewritten.

Sm:gt smms on I/u Comlu( mlq (f menmlmm and the Raring of Regenrs Ev-
amination Pupers in Business Subjecis, (Albany, N. Y.: The University of the
- State of New.York. The State Education Department, Revised January 1961)
p. 12—

For a more detailed description of mailability as sct forth in the
above definition, sce the reference quoted.
Another source states:

If a letter is mailable, it meets the standards of accuracy,
neatness. and attractive placement. Spelling errors, poor eras-
ures, strikecovers, punctuation crrors, poor placement, lack of
ncatness, and uneven touch cancel the letter from the very
first. Clear and concise instruction in mailability should be’
given so that students will know what is expected and be able
to work towards that achievement.

Sister M. Therese, OSF. Success in transcription—what's in-a goal? Catholic
Business Education Review. Vol. 12, p. 57, Nov. 1960
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s No letter that contains even onc
“mistake that would destroy its
nuailability should be accepted.

There is no daubt that judging a finished letter by ‘its degree of
mailability makes good sense in a transcriotion course. An import-
ant monograph discusses mailability:

When is a letter mailable? The oest answer to this question
comes from the businessmen themselves. Their standards re-
quire that transcriptions of letters should follow the dictation
closely. that letters should be centercd reasonably well, and
that letters should contain no crrors of spelling, punctuation,
capitalization, or hyphenation. Additional requirements are that
there should be no uncorrected typographic errors in the letters
and that crasures should be made neatly. - :

Wanous. S. 1. & Whilmorc N V l:[]mluc munu:plmn prou'duus Mono-
Lraph 57 Soulh Wcstern Pub. Co 194” pp. 67

Balsley discusses degrees of mailability:

A verbatim transcript is required by some teachers; a “rea-
sonable™ one by others. The difficulty in judging a “reasonable”
transcript lies in determining the extent of deviation from the
dictation that is to be allowed. What may seem reasonable to
one person may not secm so te another.

The “reasonable” transcript is prob.nbly not the best goal
for transcribers-in-training. . . . Perhaps “reasonable” tr'\nqcrlpts
would be better used in some practice-sessions than in testing
situations: Furthermore, at the dictation test level of training,
the test is supposed to be a check on the student's ability to
write in shorthand the material dictated, not just to record in
general the ideas of the dictator. Practice in “reasonable”

transcripts might be made a part of (.LHQWOFI\ when the office-

\[ylL dictation qmgc is reached. . R

B.xlsl;y W Shorth.\nd in Amcrlu.m husmus edm.mon ycarhook E\ ulua-
tion of /m/ul progress in business edncation, by E. L, Popham, cditor. Vol. 17,
Chapter 9, pp 201-2. New Ymk Umv Booksmre l%()

¢ Developing a sense of pride in the
appearance of the transcript will
materially improve its quality.

A mailable letter, then, is one that the dictator could sign for

mailing even after returning it to the stenographer for correction of |

crrors which did not necessitate the rewriting of a letter. It would
be very helpful to studems if they could examine business letters
considered to be excellent specimens of business correspondence.
When students are able to compare their own letters with actual
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business letters kept on file by the teacher, the qualities considered
essential for mailability. are clearly brought into focus.

Standards

As the transeription course progresses. the standards of mdll‘lblll[\’
increase. This procedure is recognized by Sister Therese, who statest

Your standard of mailability is not the same the first 6 weeks
as it is in the end. Hereo too. the students grow just as they
grow in accuracy.

Sister M. lhgru\, OSF. Success ln tmns&rlpllon whdls in a goal? Catholic
limmu\\ [l[ll(lllll)ll Rc\u'u Vol . p. 55, Nowv. 1960

Standards in a transcription class should be on the ‘1b|hty to type
a mailable letter from shorthand notes. On this point, Tonne states:
The beginning oftice worker is measured not in terms of
ability to take high speeds of dictation and shorthand but rather

to transcribe this material into mailable form.

Tonne, H. A. Principles of /)II.\I'II('.\':\' ('(!/u'u/i&n: M cvd. N’C(‘)I;:l\;v.ﬂl‘)()l. p. 167
e The business correspondence standards

of miaijlability in the community should
be known by the teacher of transcription,

The number of letters a stenographer should be able to type should
be considered when developing standards in the transcription coursc.
Tonne states:

A high, but not unrcasonable, standard for a stenographic
service in an oflice would be that of taking 30 letters of around
240 to 250 words a letter and transcribing these letters into
mmlabk usable form in u 7-hour day.

"__,t'v u/ i»/r\nu's\ w]mnlmn, 3d cd M&GI'JW 1961 p 1'68

Although thc above stundards may be rcallstlc for expericnced
stenographers, transcription teachers must appreciate the fact that it
takes time to build stenographic, production up to the rate identitied
by Tonnc. Certainly, business standards should become patterns for
school standards, but these challenging standards should not be
introduced too soon in the transcription course. It is up to the individ-
ual teacher to determine at what point business standards should
become school standards. Leslic recognizes the need for progressive
standards for he states:

The transition from the introductory work to the permanent

> transcription lecarning and tcdchmg pattern should be made
impereeptibly.
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[The learner] is given easy letters to transcribe before he is
given difficult letters. Ile is given short letters to trunscrive
hefore he is given long letters. He is allowed to transcribe
without timing before he is timed.

Ldlm L. A. Methods of teaching (‘regg shor!hand McGraw. 1953, pp 249-5¢

° There should be a different production rate
for each student—the rate to be determined
by the student’s ability and proficiency.

Balsley identifies a cldssroom actwnty m an attempt to measure’
emplioyment success:
A student who expects to perform satisfactorily on the job

should be able to transcribe at least 3 minutes of mctatlon into
mailable copy in the classroom situation.

Balsley, 1. W. “Shorthand,” in American business education yearbook; Evalua-
tion of pupil progress in business education, by E. L. Popham, editor. Vol. 17,
Chapter 9, p. 212. New York Univ. Bookstore. 1960

Work Habits

Throughout the course, emphasis should be given to the develop-
ment of desirable work habits. While good work habits contribute
to office production, poor_ habits will reduce the amount of work
done. The latter could also conceivably reduce the opportunities for
advancement. Developing desirable work habits should not be left to
chance. The teacher should, by example, set the work habit standards
in the classroom by exhibiting letters prepared by the teacher, and
through repeated demonstrations of writing shorthand, typing letters,
as well as by demonstrating all the techniques necessary for the
mailable letter. Leslie discusses the mark of a good transcrlber for

. _he states: ——
" the good transcriber keeps the typewnter carnage movmo
steadlly because of his mastery of . . . primary techniques of
transcription.

Lcslie.TT—A. Methods of teaching transcription. McGraw. 1949, p. 11

® The well-organized, methodical _wqr_ker of
average speed produces far more than the .
speed demon who_has poor work habits.

Transcription Skills

The goal of developing skills that contribute to a sufficient number
of mailable transcripts is very important, and attention must be given
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to' the development of these skills 'm‘ludm&, shorthand, typewriting,
and English. Leslie states:

The learner’s’ prerequisites for tmnscrlptlon conmt of a cer-
tain degree of skill in shorthand, in typewriting, and"in English 3
—n.spccmlly in the conventions of written English.

Lcsllc,l A Mc!luulx 0/ !uulung tran\(nptwn Mc(rr.nw 1949 p l q— and

The lmpommcc of developing transcription skllls is strusud in at
least one professional book: :

Drills must be provided . . . to improve basic techniques in
typewriting, knowledge of English, and so on . . .

Nol;_b__/\mr}z H_:n:d;n C l\ Prine l[7[t\ and ,m,/)[;—};,:',},A_[;;,;‘,‘,;;\:‘::[;,‘(am,,,

"d ed. South Wcstt,rn Puh (o 1958 p- l"l

Balsley also recognizes thc nLcd for developing skills which are
nceessary for successful transcription:

Although students have studied rules of grammar, punctua-
tion, usage, cte., in English courses, they need to review them
as they approach transcription of their shorthand notes.

Reading from plate notes, from their recorded dictation, or
from chalkboard notes, indicating. punctuation, scrves the dual
purpose of providing practice in and a check on skill in reading
shorthand outlines and .in applying punctuation rules..

. dlslcy ] W Shorlhdnd m Amcncan business education yearbook; Evalua-
tion of pupil progress in business education, by E. L. Popham, editor. Vol. 17,
Chapter 9, p. 195. New York Univ. Bookstore. 1960

When Balsley states that students may have the opporturity to read

~ shorthand notes from the chalkboard, it is not meant that students

write these notes, but that thcsc notes arc placed on the board by
the teacher,

—————— = -=—= = e—TheEnglish-teacher-should-be-informed-by———— —— - — -
the transcription teacher as /o the names of‘
those who are also enrolled in transcription.

. , . . .
Requirements for Successful Transcription

It is apparent that transcription is a fusion of proficiency in short-
hand, typewriting, and English. Rescarch has shown that people of -
below average intelligence can learn to 'write shorthand, but that it

- takes higher intelligence to be a successful transcriber because so
much decision-making is involved. Lamb discusses the skills needed
for successful transcription: /

Transcnpt'on ‘techniques. mclude the various techmqucs in-
@ volved in typewriting, in skillful reading and writing of short-

. ERIC
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hand, and in related tasks such as préofreadinrg and correction
of errors. In addition, the correct way of integrating these skills

. in the transcription process must - ‘\e taught. . . . &Studﬁnts]

must be able to: .

1. Read their shorthand, notcs rapidly in thought unus,
nentally '1pplymg th¢ rules of English comoosmon as
they read. o
Use reference bodks casily, particularly the dictionary
and books on English usage.

3. Assemble originals, carbon sheet$, sccond sheets, and
envelopes cfficiently. :

4. Gauge the proper sctup of a letter from the shorthand
notes.

5. Transcribe notes accurately on the typewnter keeping
cyes on the copy and reading ahead sufficiently from
the notes so that the typing is smooth and uninterrupted.

6. Proofread.

Correct errors ncatly

8. Arrange original transcripts and envelopes for approval
and signature of ihe dictator, taking care of carbon
copies according to prescnbcd routine,

|39

~

Lamb M“M Your frsr year of teaching shorthand and /numnp/lou South-
Weslurn Pub Co ‘)‘() pp.-139- 4(

o Intelligence is needed to
succeed jn transcription. i

Transcription is a chall.cnging subject.” The skills which must be

. extensively developed to meet the aims of the course are also neces-

sary to promote stcnographic occupatlonal competence. They include:

Spellmg

a. Develop a _gencral vocabulary “sufficient for the prospective

E

employee.

b. Make extensive use of word lists published by the National
Office Management Association (NOMA), the Horn and
Pcterson list, and lists of commonly misspelled words as may
be developed by the classroom teacher.

c. Coriect pronunciation to assist spelling.

d. Drill on similar sounds, such as —

Similar sounds:
accept — except
advise — advice
affect — cffect
anyonc — any onc
. all right — alright
_alf ready — already
O .
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3

are — our
attendants — attendance
adapt — adept — adopt
alter — altar
breath — breathe

- cite — site ~ sight
capital — capitol
council — counsel — consul
farther — further
its — it's
past — passed
stationary — stationery
then — than

Grammar

a.
. Recognize run-on sentences.

. Recognize conjunctions and use correct punctuation.

. Recognize prepositions.

. Recognize infinitives.

- Make a verb agree in number and person wnth its rubject.

-~ 0 oo

Recognize complete sentences.

This will help to make sense in transcription.

. Be careful-to use the correct form of pronoun.
. Use correct form of adjectives and adverbs.
. Know the correct form of verbs to assist in makmg sense in

transcriptioti.

o In addition to knowing how to spell. a word,
students should also know its meaning.

Punctuahon v

a.
b.

Period, question mark exclamauon point

Comma (for parallel adjectives, mtroductbry dcpendent
clause, introductory prepositional phrases, series)

. Semicolon (used between compound sentences, in clauses,

in a long compound sentence when other punctuation is used)

. Colon (for enumeration and preceding a long quotation)
. Apostrophe (for possessives and contractions)

Quotation marks

. Dash (for; long parenthetical cxpressions, a statement -in

summary)

.Hyphen (compound numbers, compound adjectives; prefixes

such as ex, self; similar sounding words such as reform, re-

- form and recover, re-cover)

Parenthesis and brackets

Use of dictionary

-Emc“
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b. For correet division of a word at the end of a line

c. For application of rules for division of words to syllabication(a
"indicated in desk dictionary or other reference book M
d. For dctermining whether a compound is to be written solid,,
hyphenatcd or separate, such™as drugstore, self-reliance,
airstrip, air mass : 3
c. For preferred spelling of words, such as adviser, admor
. To obtain information on plurals ~
g. For familiarity. with important sections of the dictionary,
especially those dealing with biographical gketches, the gazet-
teer, common Christian names, foreign words and phrases,
, \,‘tc. ¢ Teach the use of the dictionary.

—

. Mechanics of writing
a. Titles (books, cssays, articles, songs)

b. Capitalization (including points of compass when referring
to specific geographical. - divisions, personiﬁ'cation, trade
names) ' ’ '

c. Numbers (19th of May, but May 19; street names; One Park

" Avenue, but 8 Park Avenue; dollars and- cents; percentages;

- figures to represent policy, stock or serial numbers numbers

: which follow each other; measures; temperatures; time of
day; when used as adjectives)

d. Abbreviations and acronyms (WAC, U.S.S.R,, etc.) .-

e. Dividing words at ends of lines (Do not divide more than
two successive lines; avoid .dividing first line on the page;
do not divide last line on thc page or the last line of a
paragraph.)— o

Mechanics of typewriting
a. Letter placement

b. Letter styles (Semiblock or block style with indented para-
graphs and the modified block style are the most popular ac-

—

cording to Rowe. S&¢ his article, plisiness Ldiccation forum
Feb. 1957.)

. Timesaving procedures : :

. Preferred placements for attention line and the subject line

. Inside address . , 5

. Correct. salutations S
. Acceptable paragraphing in the body of the letter -
. Complimentary close

. Firm signature

1) ‘Name of business

2) Space for a handwritten signature

3) A typed name and the official title, if necessary

Elk\l‘c . | s ll-l
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AN .. gnnstead of and . .

L “

j. Reference initials or identification numbers
l\ Developmwt of an gven typewriting touch
Ablhty to place letter attraccively -on th page

‘s Get )our students to develop the ability
to set .up a letter attractively in
. trpewritten form by eye placement, esti-
- mation, judgment, but not- by formula, ~
Gu .o ) ~.

- ' 5 ‘\0

Proof readmg .

The lack of abrlrty~ to proofrcad so as to discover crrors is one of
the greatest weakncsses of student transcribers and beginning office
workers. To proofread properly, it is necessary to move the eyes
slowly across-each line,- while mentally saying each word bear»hmg
for three kmds of errors: .

Word sense érrors such as: . .

hér instead of he, here, or there

you book instead of your book

companies béoks instead of company’s books

are plan inst'ead of oyr plan ,

*Spelling errors.such as:

. amoung instead of among
* Arkansaw instead of Arkansus
. "beleive instead of believe

ernestly instead of earnestly Lo
JSfamijar instead of famrlrar
convience instead of convenience.
Feburary instead of February

—partical instead of particle
_priviledge instead of privilege
restarant instead of restaurant

0 smullar instead of similar

‘ Typograpiucal errors such as:
: > . ahd instead of and - , L » '

* . and instead of an
" it's instead of its e . :
- its instead of ir's ..
‘s The students, not the teacher, should
.~ carry the proofreading responsibilities.

'_I'he"t;eacher usually cannot proofread all the Work, of every stu-
“dent. In fact, she*should not do so. Seme of the responsibility for
locating exrors should rest with. the-individuals who are the producers '
of the work; in this case the students. Abel statcs:. -

. Let [studems} learri “about their errors by correcting

thelr own papers. Read back ‘the létters at about 100 words'a

. minute, inserting punctuatron dlﬂ’ercm spellings, capltahzanon
S : L.

L
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= and points of typing style. Don’t worry about cheating, since -
vou will later collect and look over the papers. Reread the
mailable ones: but, more important, study the unmailable ones
to see where your pupils are weak. Do not require pupils to
retype their unmailable transcripts. They will make cvery at-
tempt not 1o repeit their mistakes on future papers anyway;
crcater values are derived from typmg new letters. -

.-\(u.( The u.\u.hms of tr\m\urlptlo(\ Amuuun Buun(\\ E([llullwll Vol
12,7 ‘44 \l Ly I‘)iﬁ

Abds ruqt of view is sharcd by Forkner who has written much
on the neced for developing proofreading skills in students:

Can the student proofread copy? Employtrs are cager to have
their employees ‘acquire this habit . . . most of our teaching
practices, however, prevent the acquisition of proficiency in this
skill. Instecad of having students correct their .own papers and
then having them rechecked by a designated proofreader, too
many teachers do this work themselves. It should be a home

assignment for the students. . . . Unless the student is required
to proofrcad his work, he is not likely to produce acceptablc
: transcnpts .

Forkncr H I.. L L' $ improve business edm.anon Dictaphone Education Forum.
p. 17, Aprul \1‘:) 1945 . .

¢ Students ' who - are careless in
their checking should be on a

proofreading committee, for if -
- they return incorrectly. checked
RN papers,, they will soon hear o
AR " about it from their classmates. 3

A profusnonal monograph emphasizes the development of proof-'
rmdmg skills for it states:

Another good ass:gnmcnt practice is to dictate a letter
or suv;ml letters which contain errors. Require the student to -
read the letters and to. make the corrections that are necessary.

Waunous. 5. 1. & Whnmou 1 V E/]e(/m:' transcription procedures, 'Aonograph
57. South-Western Pub. Co. I‘)-P“ pp 17-8

Individualized and Small GGroup Insu uction R

- Most schools will undoubtedly have a sufficient number of student‘;
assigned to the transcription room to mike it difficult for individu- = .
alized or tutorial teaching; therefore, at times during the year, small”

- group instruction is advisable. It is possible that occasions may-arise
where small groups of ‘no more than six students would be given
'pcrsonal attention by the teacher durmg a class perlod Thlq would

ERIC s
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"be practlcablc whcn tcachmg the correcnon of errors common to’

the group or whc.n thc.re are transfer students fxom another class or -

-

from another school. » ..
Commonly, transcription has been taught by the group method of

instruction where an cffort is made to have the group-do_the identical

* learning activitics at the same time in order to keep the group pro-

gressing at approximately the same learning rate. Teachers must .-

devote morz time to providing for the individual differences of the
slow, average, and fast learners..

_* When I see improvement in any student’s <
. . -work (especially that of those students -
‘ -who dte average or below), I tell them
s0 and. write a complimentary word on
work being returned fo them; then they
. beam, take heart, and try a little harder, Ty

‘

Pretests and Tests oo "

In many schools, the transéription teacher finds that the ‘class is
made up of students whose skills have been developed by some other
teacher. When such a situation exists, it is necessary for the trafscrip-
tion teacher to administer a pretest to determine the present étage of
skill development of students new to him. Leslie dlscusses the need
for a pretest for he states:

-

The first concern of the transcription teacher faced with a
new class about to begin transcription training will be to get
some good idea of the present skills of the pupils. . . ,

A few straight typmg tests to determine the levels of typing

- speed and accuracy in the class will be helpful, A few shorthand

tests to determine the level of shorthand speed and . accuracy

will be hclptul , » have the learners copy from a textbook a

few letter setups to determine how much the teacher may rely

on their existing skill in-letter setups, erasing, evenness of touch
and sxmllar factors

Le;hc. L. A Merlwds of 1eaclung Gregg shorthand. McGraw. 1953, pp. 236-7

Prognostic Tests = - o S
There is much:yet to,be done to predict student success:in tran-
“scription, Leslie discusses this need:

No completely satisfactory prognostic test exists. for transcrip-

tion although that is clearly one prognostic test that is necessary
and desirable for purposes of gundance and instruction. The -
best prognostlc test for transcription known [to Leshe] is ., ..
ERIC s
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the Shepard English Placement Test [Sce Introduction, page 7,
for additional comments on this test.]

Leshe L. A. Melhods o/ Ic'mlung (:n 3 \/lurl/lum/ ML(.r.xw I9ﬂ p 297

Regents Examination

A separate examination for transcription will not be given. In the
shorthand 2 and transcription examination and in the combination
examination, thc student will be provided with an opportunity to
demonstrate his ability to transcribe from his shorthand - notes.

e A student with poor English skills will
have difficulty in the Ganscription course.

Previewing

Except in a testing situation, new-matter dictation should always
be preceded by a preview. Dcmpsey discusses this point:

. When you start on-“new-matter” dictation for transcription,

* a sherthand preview should be given over the letters that will
be dictated. Thesc should be short letters and all should be
transcribed in one letter style. {The modified block with in-
dented paragraph style and the modified block style are the
most commonly used stylcs in business. ]

After-you dictate the letter, give a transcription preview —
punctuation pointers and any known shorthand problems that
might hinder the student when he transcribes. Estimate the
lengtn of the letter to help with placcmént Be ‘available for any

. necessary help while the student is- transcribing.

"~ To summagize the pattern: (a) shorthand preview, (b) dic-
tation, (c) transcnpnon preview, (d) csumanon of lettcr length
and (e)-transcription

Dempsey, A. V. “Teaching” instead of “Timing” in transcription .class. “Part
IV from How 1o teach business subjects. United Business Education Associa-
tion, National Educauon Associution, Washington 6, ™ C. 1959. p. 169

Specific Teaching Suggestibns

" The teacher of transcription needs to be availablc to give assistance
to his students; he should move about the classroom being alert for
errors in placement, typewriting technique weaknesses, and poor
work habits. From his observations, he will bc in a position to makc
recommendations for improvement. The transcription period should
'be devoted entirely to assisting the members of thc class who need
help , ‘

F - 116 .
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The following:suggestions may be of help to teachers of transcrip-
tion:
® Practice in writing new words is correct prac- s
tice that leads to automatization of outlines.

I. Assist students; do not let them work without guidance in the -
beginring days of transcription. Balsley states:

A teacher who permits her students to transcribe with
no hLlp from her is not teaching transcription; she is moni-
turlng it. . . . Footwork and headwork go togcther in teach-
ing transcrlptlon

Balsley. 1. W. “Shorthdnd in American busmcss education yearbook; E\alua- .
tion of pupil progress in business education, by E. L. Popham, editor. Vol. 17,
(‘haplu 9, p. "10 Ncw York Umv Bookstor; 196()

Balsley does not mean that -there should come a time when the
teacher should provide no guidance whatsocver to his students. The
fact is that it,is the teacher’s responsibility throughout the educational
program to be on hand and in a position to render guidance whenever
it is nceded. However, as the students progress in their shorthand
and transcription skills, the tcacher should make an attemipt to ‘with-
draw his aid gradually from his young learners. In this way, he
makes them less dependént on him. This is completely in accord
with the role of the school for it attempts to get students to take on
adult responsibilities which include working on their own without

- the aid of others.

E

“2. . Proceed from the familiar to the unfamiliar. Transcription should
be introduced in the following order:

a. Transcribing from plates

b. Transcribing from own shorthand notes copicd from
plates

c. Transcribing from own notes which were taken from
the dictation

d. Transcribing from familiar dictation before going to new
matter dictation

c. Transcribing froin daily notes to “cold” notes .
f. Transcribing from paced dictation to office-style dictation

g. Transcribing notes from short periods of dictation to
longer periods

e Gradually withdraw your transcription
aids from the students so that they even-
tually work entirely without your assistance.

O
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Nolan and Hayden recognize the decirability of this newcr method
of teaching transcription for they state:

The outstanding featurc of the new plan [for teaching tran-
scription] is that transcription is taught in gradual steps, starting
with the transcribing of shorthand plates and progressing to the .
transcribing of notes taken from dictation by the student. . . .
Long periods of uninterrupted transcription must be provided . .
Nolan, C. A. & Hayden, C. K. Prmnp/m and prob/e ms of business w/luallon.
2d ed. South-Western Pub. Co. 1958. pp. 120-1

3. Read notes aloud in class and let the group decide the best
placement, rules on numbers, spelling, and punctuation. The
amount of time spent on this group activity should be reduced
gradually, based upon the teacher’s knowledve of the group S
ability.

On this subject, Dempsey writes:

For beginning classes in transcription, as much as‘15 minutes
of the class period can be profitably devoted to transcription
problems; advanced classes need only 5 minutes spent on such
fundamentals.

Dempsey, A. V. “Teaching™ instead of “Timing” in transcription class. Part
1V from How to teach business subjzcts. United Business Education Associa-
tion, National Educa}ion Association, Washington 6, D. C. 1959. p. 170

4. Preview the letter to be transcribed. Use should be made of the
chalkboard to wrlte difficult shorthand outlines, spellings, punc-
tuation, rules of grammar, etc

e After students havc successfully integrated
and applied the skills required for tran-
scribing, the teacher dictates material that

~calls for correction by the stenographer.

5. Help the student through the transcript as much as possnble

Dempsey states:

) The teacher can help the students in transcrlbmg by
developing certain techniques in dictating and in choosing
dictation material. To improve punctuation, use simple
vocabulary but complex sentezces. - This focuses attention
on punctuation since it eliminates many of the hazards
caused by puzzling over difficult words.

To improve spelling, use short letters containing spelling
demons, and dictate at a slower rate, slower than usual.

To build accuracy, encourage proofreading and the use
of the dictionary.

Dempsey, A. V. “Teaching” instead of 7 Flmmg in transcription class. P‘m
IV from How to teach business subjects. United Business Education Associa-
tion, National Education Association. Washington 6, D. C. 1959. p. I72

o _ 118 p
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6. Demonstrate transcription techniques to the class whenever the
occasion arises. It may be necessary to demonstrate the same
technique 5cvuml times on several different days.

7. Provide for repetition, review, and follow-up for all learning
activities.

& Be generous in praising students when it is merited. Psycholo-
gists recognize the need for this. When a job is well done, a
comment to that effect from the teacher to the student may be
all the reward the student needs to encourage him to do an even
bettcr job on another assignment. False praise, on the other
hand, fools few people and it should be avoided.

9. Consult the tcacher’s handbook or manual for teaching sug-
gestions.

10. Have your students set thclr sights on producing mailable tran-
scripts every time and under Oﬂlce conditions as much as they can

_ be simulated.

11. 'Keep a notebook of troublesome spelling words, grammatical
difficultics, and other transcription problems encountered by
students and provide for remedial teaching using the log as a
guide.

* Your chnlkbbard is still your most im-
portant teaching. aid; use it generously.

Advarnced Transcription:

1. Introduce more dlmcult business vocabalary in dlctdtlon

188)

Provide for work cxpmcncc opportunities in and/or out of the
school where students may or may not be paid. Avoid cxploiting
students. Keep in mind that the purpose of a work-experience
assignment is to tcach scmething. When the thing to be taught
has been taught, either withdraw the student from the program
or assign him a different job to do.

3. Strive to reduce transcription time and thus increase letter
production.

Require cnvelopes and more carbon copies for each letter. .

5. Dictate letters which have to be “doctored up” in order to make
them comply with good English usage.

The above suggestions represent a few of the techniques successful
and creative teachers have employed to enrich the transcription
course. : '

¢ Get the students to eliminate all waste

motions; the result will be an im-
mediate increase in letter production. ;j

.E]{[C 1
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Additional Comments

On the subject of aims:

Abcl, R. S. The teaching of transcription. American Business Edu-
gation. Vol. 12, p. 245, May 1956
By the end of the [fourth] semester, your class should be - -
“able to produce 75 per cent or more of their transcripts in
mailable condition from dictation taken at 2 minimum rate of
80 words a minute and to maintain this rate of production for .
40-minute periods at-a speed of approximately 20 words a
minute. ‘
Dempsey, A. V, “Teaching” instead of “Timing” in transcription.
Part IV from How to teach business subjects. United Business Edu-
cation Association, National Educatlonal Assouatlon Washington 6,
D. C. 1959. p.. 170 : o
Major areas of information, in which it is advisable to help
students revicw, include:
Use of the dictionary
Letter styles and forms
Proofreading
Division of words
Plurals and possessives
Writing of numbers
Capitalization
Compound and hyphenated words
Basic spelhng rules
Punctuation
Word meanings of similar-sounding and similar-looking
, words

On the subject of proofreading:

Felter, E. K. Helping the slow learner. American Busm..ss Education.
Vol. 10, p: 237, May 1954 »
Proofreading is a most important phase of a stenographers

work. Students must learn to realize that business requires a
100 per cent letter. The stznographer must find her own errors.
This means that the stenographer must acquire the ability to
read for meaning properly conveyed and accurately expressed m\\
every transcript. Accurate editing, therefore, is suesseu in evetry
class.

On the subject of good devices in teaching transcrlptlon
Leslie, L. A. Methods of tcachmg transcnptlon McGraw. 1949
pp.130- 45 ;

Awards for motivation .
Every letter on a letterhead : - .

O
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‘Random sampling of student correction

Progressive goals

Dictation of addresses

Transcription demonstration

Addressing envelopes * -
Carbon copics for some letters

Neat crasing

Standard salutation and closing

Transcription of teacher’s letters

Transcription of original dictation by the teacher
Dictation. by businessmen

Examination of letters from business offices on file in classroom
Chalkboard spelling lists <

Transcription check list

On the subject of the fusion mmethod of teaching transcription:

Leslie, L. A. Mcthods of teaching Gregg shorthand. McGraw. 1953.
pp. 230-1

O
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The fundamental characteristics of the fusion method of
teaching transcription . . . are: '
a. The bricf but careful introduction to, or preparation for,
the fusion of these skills '
b. The exmohasis on the mailable letter ‘
c. The constant cffort to continue the improvement of the
three separate skills and especially the speed and accur-
acy of the shorthand and typewriting
"d. The uninterrupted, continuous, timed period of transcrip-
- tion at the typewriter '

K]
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AUTHOR AND SUBJECT REFERENCE

A

. Abel

aims in transcription, 120
homework in shorthand, XS, 87

pl_'obfreading by students, 112-113

Administrative handbook, 8

advanced shorthand
assignments, 85
chalkboard, 14

advantages of knowing shorthand, 3-4

aims .
(see goals, objectives)
advanced shorthand, 67-72, 87
beginning shorthand, 40-45
" transcription, 97-103, 120
Anderson’
prognosis, 6-7, 24
Angus
- chalkboard outlines, 32-33
assignments (see homework)
advanced shorthand, 85
beginning shorthand, 50-52
attitudes - »
(see character, personality; work
habits)
audio-visual aids
fitags, 17
filmstrips, 17 -
overhead projector, 38
recordings, 18
tapes, 17-18
values, 53, 55
automation, 1, 3
automatjzation of outlines, 31
awards, 83-85

B .
Balsley
aims in shorthand, 87
chalkboard activities, 59
degree of mailability desired, 104

developing transcription skill, 107

dictation, 61-62
dictation machines, 22

evaluation, 39

fusion of skills in-transcription,
102-103

importance of work habits, 101

new matter dictation, 92-93

preparing carbon copies, 92

rate of transcription, 106

reading from word lists, 58

skill development, 89-90

teacher activity, 88-89

testing in elementary shorthand, 46

transcription teaching suggestions,
117

transcribing from cold notes, {03

ultimate goal in shorthand, 101-102

word list tests, 46-47
Baruch, 4
belts, 12-13,'15
Binnion

desks, 9 =
Blanchard

penmanship, 44
body posture, 34
booklet, purpose of, 1
boys in shorthand, 3-4
business .

standards, 45 ~

patferns for schools, 105

Byrnes, 4
Business Education Advisory
Comumittee, 84

C

carbon copies

preparing, 92
chalkboard

arrangement, 56

class activities, 59

color, 9 :

location, 9

teacher activities; 107

use, 14, 59
Chandler

improving spelling, 98
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character

/" (see personality, work habits)
importance, 20, 29

class activity
marginal reminders, 90
reading, 41

classroom

" equipment, 9, 14
location, 95, 97

cold notes
transcribing, 103

Combination Examination, 72

controlled reader, 15

copying )

" from plate into longhand, 43
from print into lonehund, 43
outlines, 57

correcting learncers’ notes, 44

credit for personal use shorthand

course, 27 L
Curriculum A, 8

Curriculum B, §
D
Dame .
aims in shorthand, 68
definition
transcription, 95
demonstration
homework, 50-51
in transcription, 119
use of notebook, 52
writing, 50
Dempsey
aims in transcription, 120

o

choosing dictation material, 118 -

determining final grade, .47-48
improving spelling, 118
marginal reminders, 90
previewing in transcription, 118
previewing new matter, 116

desks
types, 9

. dictation

amount of speed necessary, 49
choosing material, 118
end of year test, 47-48
first semester, 61-62
firct writing, 62

Q
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for speed, 93

from businessmen, 91-92

in transcription, 102-103, 119

length, 91-92

machine, 1, 3, 23

nature of, 61-62

new matter, 92-93

office style, 80-82, 91

previewing -new matter, 116

purpose in advanced class, 53

purpose in glementary-class, 62

realistic, 43-44

reasons for different speeds, 78

sources, 91

speed, 33

speed chart, 93-94'

teacher activity, 63-64

when to change speed, 91
dictionary ‘

in transcription, 110-111

use, 98 :

E

education beyond high school, 7-8
elementary shorthand
aims, 29-31
English .
for the shorthand student, 103
fundamentals, 99 °
selecting students for shorthand, 5-6
enroliment, 67
Enterline
prognosis, 6-7
equipment
in shorthand, 9-17
in transcription, 95, 97
erasing, 99
Etier
minimum standards, 75
prognosis, 23 -
evaluation
basis, 39
purpose,’57-58
examination aids, 72-73

F

failing course, 36

Fedorczyk /
objectives, 40
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Felter .
importance of proofreading, 120
individual differences. 87
first-semester goals, 32
Forkner
character traits, 20
individual differences, 60
~individualizing instruction, 42
nature of office dictation, 82, 92
proofreading by students, 113
spelling test, 60
‘teacher.activity, 63.... . .
testing on familiar matter, 45
fusion
method of teaching in transcription,
121
~ skills, 10770y

future developments in shorthand, 22

) G
Gates S

principles of learning, 52
goals

dictation speed, 37
first semester, 32-39
fourth semester, 71-73
rapid reading, 69
realistic, 83-84
semester, 68
shorthand, 36-37
student, 71
teacher, 71
theory, 69
third semester, 69
transcription, 70
work habits, 70
writing, 69
grading in transcription, 72
grammar in transcription, 110
Grubbs
chalkboard, 59
" first-semester dictation, 61
marginal reminders, 90
marking text, 61
records, 12-13
stop watch, 15-16
~ tapes, 12
Gryder
personal “traits, 76
speed standards, 76

H

hand position, 34

Hardaway
dictation speed progression, 91
shorthand objectives, 40
speed development, 91
~word list tests, 47

homework ’
(sce ussignments)
activities, 8 -
advanced class, 80
assignment, 59
meaningful, 51
nature, 55, 85
writing connected matter, 51

I

individual differences

dictation speed, 80

providing for, 60

suggestions for,outside practice, 87
individualized instruction

gearing instruction to ability, 42

in, transcription, 113, 115
instruction

first day, 50

second day, 50
ink color, 11-12

_intelligence quotient

selecting students, 5-6

)
Jevons
providing meaningful homework, 51
reliability of tests, 5
standards, 20 )
work habits, 19-20

. L
laboratory .
“equipment in advanced classes, 84-85
facilities, 12, 15
location in transcription class, 97
LaGuardia, 4
Lamb )
importance of reading, 41
location of transcription labpratory,
97 T
notebook, 11 /

!
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pen, 12 i . reading shorthand, 30-31

reading in advanced class, 89 ' retaining legibility, 57 ]

reading fluency, 32 ] Shepard English Placement Test, 7

skills needed for successful shorthand outlines, 33-34
transcription, 107, 109 skill development, 64-65.

writing technique, 42-43 . sources of dictation, 91

language art . speed building, 77-78
no rules, 61 spelling. outlines, 60

" theory of teaching, 30 standards

left-hand writers, 34, 44 . in shorthand, 88

w e ) . teacher activity, 89
legibility <?f shorthand outlines teacher outlines, 33
developing, 57

quality, 44 teaching devices, 56
uality,

tests
Leslie ~ advanced, 88
accuracy, in theory, 41 beginning shorthand, 45, 47
. amount of office style dictation, * intermediate, 60
91-92 speed, 88 . .
bad devices, 56 word list, 47
correcting learners’ notes, 44 “transcription skills needed, 107
devices in transcription, 120-121 use of chalkboard, 59
dictation objectives, 91-92 what test should measure, 45
dictation speeds, 80 what to proofread, 99
erasing, 99 when to proofread, 99
first writing, 62 word lists, 47, 60
fluent writing, 41-42 * - work experience, 81"
functional teaching, 58 writing connected matter, 58
homework, 51, 58 writing on first day, 30- 31
___ Identifies good transcriber, 106 letters’ '
importance of writing, 69 examining for mailability, 104-105
improving spelling, 98 " lighting, 9 . '
initial learning stages, 42 - loan packets, 73
introducing new matter dictation, . ’
~ language art teaching, 30-31 ’ /-
length of reading approach, 58 machine. shorthand, 23
minimum acceptable speed, 43 mailability
need for prognostic tests, 115-116 definition, 43, 103-105
need for progressive standards, - what to include, 34, 35
105-106 . marginal reminders
no rules, 61 how to use, 90
no rules in advanced shorthand, 69 - values in using, 90
objectives in advanced shorthand, 69  master teacher, 25
pen, 11-12 mechanics
penmanship, 33, 57 - typewrmng, ti-112
pretest in transcription, 115 N writing, 111
pretranscription activity, 62-63 =" mortality in shorthand, 7 o
pretranscription training, 35 motivation
pyramidal plan for speed building, extrinsic, 44, 45
93-94 intrinsic, 44, 45
reading approach, 57 " (see praise)
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Moulton ) penmanship

teacher understandings, 55 fallacies, 34
- : importance, 33
"N . remedial, 44, 57,
" standards, 44

need fur shorthand, 1, 3

newer sysiems, 27 personality
New York'.Syllubus, 1 . (see character, attitudes, work
New York State Regents examination . habits) e .
standards, 76-77 - * teacher’s rcsponsxbxhty to dwclop.
Nolan 1926
developing transcription slulls 107  Pitman
dictation machines, 22 . ) pen, 11-12
" » newer methods of teaching Place ;
transcription, 118 transcription rate, 101
Selecting student\s, 3 I Policies Commission
shorthand machines, 23 . job standards, 75
teaching suggestlons 65 . ) A
. notebook . bosting signs -
in transcription, 119 for Regents examination, 73 .
‘type of, 11 praise

(see motivation)

use in homework, 52 A A
in transcription, 119

0 pre-examination activity, 73
objectives . pretest .
 (see aims, goals) in transcription, 115-116
first semester, 32-37 . pretranscription
fourth semester, 71-72 2 activity, 63
second semester, 40-45 aims, 63-64 .
s shoriiand, 29-31 : importance, 55
third semester, 69-70 : responsibility of teacher, 34-35
transcription, 98 - skills, 34-37, 42-44
office style dictation . previews
(see dictation) ) : : in transcription, 116, 118
amount to give, 91 ’ purp/ose, 62 .
content, 82, 92 proficiency in English, 103
fength, 82 prognosis :
realism, 80-81 R (see selection, screening)
speed, 79-80 - in shorthand, 5, 23-24  /
N oral reading. 53 prognostic tests
oral transcnptan, 35 : - in shorthand, 5-6
overhead projector, 38 ‘ : in transcription, 115- 116

Purdue English Placement Test, 24

. P . Shepard English Placement Test,
" passing course, 36-37 7, 24
pen o ) proofreading
‘type, 11-12 “developing skill, 113
use from first day, 56 . importance, 120
pencil, 12 . o in transcription, 112
Pendery . responsikility of student, 112-113

dictation for speed, 93 *° when, 99
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R " Shaw, 4 . .

reading Shephard English Placement Test .
advanced classes, 89 . . 7,24
approach, 30-31, 57 shdrthand
from word lists, 58 for vocational use, 4
importance of instruction, 41 personal-use, 27
length, 57-58 school considerations, 4
oral, 53 : . skill
rapid, 32 development, 64-65, 89-90
recording machines, 25 in transcription, 107
recordings, 12-13, 15, 8 small group instruction
Regents brochure oo - in transcription, 113, 115
definition of mailability, 103 . speed
examination aids, 72-73 chart, 16
grading, 49 determmlng basns for 1mprovement -
Regents examination . 43
combination, 72 ' development, 77-80
content, 72 - pyrdmldal plan, 93 94
dictation speed, 71-72 4 spelling
in transcription, 116 _ improving, 98, 118 ’
standards, 76-77 Sister Therese ‘
syllabic intensity, ‘16, 71-72 : deﬁpmon of mallablhty, 103
Regents credit increasing mailability standards, 105 :
beginning shorthand, 29, 35 . pretranscription alms 63
gdvanced'shorthand, 67 punctuauon trammg, 98
“ranscription, 95 _ training in Engllsh fundamentals 99
requirements for success standards
in transcription, 107, 109 " advanced shorthand, 75-77
Reynolds . - : business, 45
evaluation in shorthand, 57 -58 rmailability, 105
office dictation content, 82 setting, 58, 76-77, 88
setting standards, 57-58 : speed, 76
Rifkin, 34 . . . transcription, 76 . .
Rose, 4 } ' upper limit, 77
Rowe : standard word .
art of tesung, 88 . count, 16
dictation machines, 23 marked in text, 61
master teacher, 25-26 stationery, (4
selection, 24-25 . stenographers
_tests, 46 need for, 1, 3
r‘ules, 61, 69 ' stenographic curriculum, 7-8
' stop watch
.S price, 15-16
school standards, 105 type, 16 ’
science-type teaching, 32 use, 16 ' ‘
screening students, 5-6 ., Strony )
second-semester goals, 40-45 = developing shorthand speed 78-79
secrefarial posmons, 3 dictation speed chart, 93
selecting, 5-6 o reason for tension, 79
(see prognosis) . teaching suggestions, 64
o . . 127
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student activity, 64
self-evaluation, 44
student
‘goais, 36-37 T 7 7
selection, 25, 67
study habits, 35-36
supplemcniary materials
magazines, 18-19
supplies
for storage cabinet, 84
for student, 11 ‘ +
miscellaneous, 14-15
Swem
selection of students, 25
syllabic intensity, 48, 72
. systems of shorthand, 4

T
tachistoscope, 15
tapes
how to use, 12-13, 15
teacher
activity, 26, 63-64, 88- 89
aids, 85

chalkmanship, 32, 107
correcting learner’s notes, 44
demonstrations, 21
devices, 36, 120-121
dictation, 63 ‘
familiarity with shorthand
* principles, 21
goals, 37, 39
knowledge of business standards 45
motivation, 56
outlines, 21, 33
responsibilities, 67
sense of humor, 21
suggestions in transcnptlon 116-119
understandings needed, 55

teaching macr‘ﬁne, 15,
teaching suggestions
shorthand, 50-51, 63-65
tension, 79 .
tests
beginning shorthand, 45-46
characteristics of good test, 45
considerations for developing, 45-46
_content, 45, 48
dictation rate, 49
end of year, 47-48
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examining student papers, 48
familiar matter, 45
follow-through activity, 46
for intermediate learners, 60
. for Pitman writers, 47
lessening fear, 45
new matter, 88
prognostic, 25
Regents penalties, 49-50
spelling, 60
syllabic intensity, 48
theory, 46
_transcription, 115-116
word list, 47

theory

goals, 30, 40
presentation 52-53, 59

Thompson

transcription rate, 101

time requirements
advanced shorthand, 67
beginning shorthand, 29
transcription, 95

Tonne ( '
businessmen’s dictation, 81
dictation machines, 22
length of office-style dictation, 82
machine shorthand, 23
mailable standards, 105
opportunities for boys, 3
present and future of shorthand, 23
reading approach, 32.
shorthand objectives, 30
skills needed in transcription, 99

) transcription standards, 76-77

transcription
carbon copy, 14
credit, 95
placement, 95
rate in class, 106
reasons for failure, 99
selecting students, 5-6
skills needed, 99, 106-107, 109
spelling errors, 112
traits
(see character, attitudes, personahty,
work habits)
Travis .
goals, 37 .
office-style dlctatlon 81
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~ pretranscription skills, 34-35
previews, 62
teaching machine, 15
use of recordings, 12-13
trial-and-error learning, 36-37
Tubbs
attitudes, 20-21
typewriters, 14
typewriting -
mechanics in transcription, 111-112

v
visual aids
(see audio-visual aids)

w
Wagner, 4
Wagoner .
dictation machines, 22
Wanous

definition of mailability, 104
developing proofreading skill, 113
warmup ’
Regents examination, 73
Wilson, 4
word lists, 60
word sense errors, 112

O
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work experience
for office dictation, 80-81 .
transcription, 119
type, 84
work habits
(see attitudes; character,
_personality)
development, 106
habits needed, 19-20, 35-36
needs of students, 19-20, 101
on-going development, 44-45
proofreading, 112-113
writing
connected matter, 58
development of <kill, 57
fluency, 41
instrument, 11
introduction of, 32-33
mechanics in transcription, 111
teacher’s outlines, 32-33
techniques, 42-43

Z
Zoubek
dictatiig machines, 3
homework assignment, 59
student activity, 64
teacher activity, 26
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